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AHHOTALIMA

OcHoBHast oOpa3oBarenbHas mporpaMmma npodecCHOHANbHOM MOATOTOBKH MO Mpodeccuu
26353 «CekpeTapb-MaIIMHUCTKA» COCTABJICHA HAa OCHOBE YCTAHOBJIEHHBIX KBaJIM(PUKAIIMOHHBIX
TpeboBanuii 1mo  mpodeccuu «CekpeTapp-MallIMHUCTKa» C y4E€TOM MNPO(PEeCcCCHOHATBHOIO
crangapta «CHeuualucT 1O OpraHu3allMOHHOMY M JIOKyMEHTAIlMOHHOMY  00eCHeueHHIo
YIPABJICHUS OpraHU3alUei», YTBEPKIECHHOIO IIPUKa30M MMHHCTEpCTBA Tpyla U COLUAIBHOU
3amuThl Poccuiickoii @eneparuu ot 15 urons 2020 Ne 333H.

Llens w©Hacrosmeir mnporpammbl — IlonroroBka mno mnpodeccun 26353 «Cekperapb-
MalIMHKUCTKA» JJI OCYIECTBJICHHs obOecreynBaronnx (yHKIUN YIOpaBleHUs OpraHu3alued u
BHEJPEHUS JIy4IIUX TEXHUYECKUX pa3pabOTOK M HOBEHIIMX TEXHOJOTMH B obecreyeHue
YIpaBJIEHUS] OpraHU3aIueH.

OcHoBHas 00pa3zoBarenbHasi mporpaMmma npodeccuoHalIbHON MOATOTOBKH 10 podeccuu
26353 «CekpeTapb-MalIIMHUCTKA» MOXET OBITh UCIIOIH30BaHA B TPOPECCHOHATLHOM 00Y4YECHUH B
paMKax mporpaMm NpoQeccuoHaIbHON MMOATOTOBKH, IPOTPAaMM IEPETIOATOTOBKH U IPOTPaMM
MOBBIIICHUS KBATU(UKAIIMY 110 3asBICHHON 00pa30BaTeIbHON mporpamMmon rpodeccuu.
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IHOACHUTEJBHAA 3AITMCKA

K OCHOBHOI1 00pa3oBaTe/ibHOI MporpamMmmMe nNpo¢ecCuoHaIbHON MOATOTOBKH
no npodeccuu 26353 «Cexkperapb-MaIIMHUCTKAY

[Tporpamma pa3paboTaHa Ha OCHOBE YCTaHOBJICHHBIX KBaJHU(HKAIIMOHHBIX TPEOOBAHUH 1O
npodeccun «Cekperapb-MaIIMHUCTKa», C YYETOM C YYeTOM IMPO(EeCCHOHAIBHOTO CTaHIapTa
«CrnenuanucT 1O OpraHu3allMOHHOMY H  JIOKyMEHTAllHOHHOMY OOECIICYEeHHUIO YIpaBJICHUS
OpraHu3alyeii», YTBEPXKICHHOTO IMpHKa3oM MUHHCTEPCTBA TpyJa W COIMAIBHON 3aIIUTHI
Poccuiickoit @enepanuu ot 15 uronst 2020 Ne 333H.

Jns  pacmmpeHuss W yriayOyeHusi TpOQEecCHOHANBHOW IMOATOTOBKM IO  MpodeccHH,
OTIpeNIeNIIEMON  CO/Iep’)KaHUeM 00pa3oBaTeIbHONM MPOrpaMMbl, TOJXYYEHHUS JOMOJHUTEIHHBIX
npoeCCUOHATILHBIX  KOMIICTCHIIMMA, YMEHUW W 3HAHWUH, HEOOXOIUMBIX s oOecreueHHs
KOHKYPEHTOCTIOCOOHOCTH BBIITYCKHHKA, B COOTBETCTBHU C 3alIPOCAMH PETHOHAIBHOTO PHIHKA TPy
Y BO3MOKHOCTSIMH TIPOJIOJKCHHUSI 00pa30BaHuUs JOMYCKAETCsl UCIIOIb30BaHUE BapUATUBHOW YacTH
MIPOTPaMMBbl, AUCUUIUIMHBI KOTOPOH ONPENENSFOTCS OpTaHu3aIfei OCyIecTBIonIe 00yueHHe

OO0si3aTenbHBIE  MUHMMYM COJICP)KAHUS IPOrpaMMbl  CpeaHero (IOJIHOTO) — 0OMIero
00pa3oBaHMs IO TEXHOJIOTUU BKIIIOYCH B COZEpIKaHUE 00MIepO(eCCHOHATBHON JUCITUTUTAHBI
«OOIIETeXHOJIOTHYECKasT — MMOATOTOBKA»  NPOTPaMMbl  NMPOPECCUOHATBHOW  MOATOTOBKH IO
npodeccun 26353 «CekpeTapb-MaIIMHUCTKA).

PaGouass mnporpamMma o00IIENpPOPECCHOHATHPHON IUCHHUILIHHBI  «OOLIeTeXHOIOTHYeCKast
MOJITOTOBKAY MpelycMaTpruBaeT GOpMUPOBAHUE Y 00YUAIOIIMXCSI CICAYIONUX YMEHUI U HABBIKOB:
— OrmpenerneHue aJieKBaTHBIX CIOCOOOB pEIICHUs YYeOHOH 3ajJaud Ha OCHOBE 3aJJaHHBIX

anroput™MoB. KOMOWHMpOBaHHWE H3BECTHBIX aJTOPUTMOB JICATEIILHOCTH B CHUTYyallWsIX, HE
MPEoIararoIluX CTaHIapTHOE IPUMEHEHNE OHOTO U3 HUX.

— TBopyeckoe pemieHHEe YYeOHBIX U NPAKTHYECKHX 3aJady: YMEHHE MOTHBHPOBAHHO
OTKa3bIBaTbCsl OT 00paslia, UCKaThb OPUTHMHAJBHBIC PEIICHHs; CaMOCTOATEIbHOE BBIOJIHEHUE
Pa3IMYHBIX TBOPYECKUX PAOOT; ydyacTre B MPOCKTHOM NEATETLHOCTH.

— IlpuBenenue npumepoB, MOA00p apryMeHTOB, (OpMYJIHpOBaHHE BBIBOAOB. OTpakeHUE B
YCTHOM WJIM MUCBMEHHOM (hopMe pe3yIbTaTOB CBOEH 1eATeTbHOCTH.

— Bribop u ucnonb30BaHWE CpPEACTB KOMMYHHKAIMM M 3HAKOBBIX CHCTEM (TEKCT, TadiuIa,
cxeMma, 4epTeK, TEXHOJIIOTHYecKasl KapTa U Jp.) B COOTBETCTBUM ¢ KOMMYHHUKATUBHOMN 3a/1a4ei.

— MHcnonp3oBaHue IS peIIeHUs] TO3HABATENBHBIX M KOMMYHHKATHBHBIX 3aJad pa3IMYHBIX
MCTOYHHUKOB MH(OpMaIum, BKIto4Yast UHTepHEeT-pecypchl U Ipyrue 0a3bl JaHHBIX.

— BiageHue yMeHUSIMM COBMECTHOH  JI€ATENIBHOCTH:  COIVIACOBAHME W KOOpJIUHAIMA
NESTeIbHOCTH C JAPYTMMH €€ YYacTHHKaMH, OOBEKTHBHOE OILEHMBAaHHME CBOETO BKJIana B
pelieHre o0ImuX 3a/1a4 KOJJICKTHBA.

— OueHuBaHMe CBOEH JEATETBHOCTH C TOYKM 3pEHHs] HPABCTBEHHBIX, IPABOBBIX HOPM,
ACTETUYECKUX LIEHHOCTEH.



1. O01ue MoJI0KEeHUA

1.1. Odmasi XxapaKTepUCTHKA OCHOBHOIi 00pa3oBaTe/IbHOMH MPOrpaMMbl

[Iporpamma mpodeccuoHaTbHON TMOATOTOBKM HAlpaBieHa Ha IOJyYeHHE KOMICTEHIIWH,
HEOOXOJMMBIX JUIS BBIMOJIHEHUS MPO(ECCHOHATBFHOTO BUAA JIEATEIBHOCTH, MIPUOOpETeHNnEe HOBOM
kBanukamu 1o npogpeccun «Cekperapb-MalIMHACTKa» U PErjaMeHTHPYET: LIEIH, OKUIacMble
pe3ynbTaThl, COACp)KAaHHE, YCIOBHS M TEXHOJOTUH peaau3aliu o0pa3oBaTEeIbHOIO Ipolecca,
OLICHKY KaueCTBa IOJI'OTOBKH BBIITyCKHHUKA 110 JAHHOU MPO(ECCHH.

[Tporpamma BKJIO4aeT B ceOsi: y4eOHBIN IUiaH, KajJeHIapHbIA y4ueOHBINH Tpaduk, paboune
pOrpamMMbl Y4€OHBIX IPEAMETOB, KypCOB, AUCUUIUIAH (MOIYJI€i), MHBIX KOMIIOHEHTOB.

OOmass TpyZOEeMKOCTh OCHOBHOW 00pa3oBaTelbHOM MpOrpaMMbl HPOQecCHOHATBHOM

MOJITOTOBKH cocTaBiseT 452 gaca.
B koHue mnepBoro roxa oOyueHuss IpeaycMaTpuUBaeTcs Y4eOHO-IPOM3BOACTBEHHAS
npakTuka B o0beme 120 gacoB, B KOHIIE BTOPOTO rojia 00yueHHs — KBTN()UKATMOHHBIA YK3aMEH.
®opmbl 00yUYeHHS: OUHAs.

Bo3pact obyuaromuxcsa. K npodeccunonansHoMy 00y4eHHIO MO HACTOSIIEH Mporpamme
MOTYT JIOIYCKaThCs JINIA, HaXoAsIecs B Bo3pacte ot 18 ner.

1.2. HopMmaTHBHO-NIPABOBYIO OCHOBY Pa3pa0oTKH OCHOBHOIi 00pa3oBaTeIbHOI
NporpaMmMbl Npo¢ecCHOHAJILHOI MOATOTOBKH COCTABJISIIOT:

- ®enepanbublil 3ak0H «O0 o6pazoBanumn» oT 29.12.12 Ne 273-D3;

- O6mepoccuiickuii kmaccupukarop OK 016-94 mnpodeccuit pabGouux, ciayx)ammx u
tapudubix pazpsanos (OKIIATP) (mpunsar IlocranoBnenuem ['occrangapra PB ot 26.12.1994 .

Ne 367) (c mamenenusmu NeNe 1/96, 2/99, 3/2002, 4/2003, 5/ 2004, 6/2007, 7/2012);

- [locranoBnenne Muntpyzaa P® ot 10 Hos6ps 1992 r. N 31 "O6 yTBepkeHuu tapugHo-
KBAJM(HUKAIMOHHBIX ~ XapaKTEepUCTHK MO  oOlmeoTrpacieBslM mpodeccusMm  paboumux”"  (c
n3menenusimu ot 17.10.2017 r.);

- [Ipuka3 Munnpocsemenuss Poccun ot 14.07.2023 Ne 534 «OO0 yTBepkKJIeHHM TNEpeyHs
npodeccuii pabounx, JOKHOCTEH CIIyXkallliX, 0 KOTOPBIM OCYLIECTBIISIETCS MPOECCHOHATbHOE
o0OyueHuey;

- [Tpuka3z Munnpocsemennss Poccun ot 26.08.2020. Ne 438 «O6 yrtBepxknenuu I[lopsinka
OpraHu3alMi U OCYILECTBJIEHUS 00pa30oBaTeIbHOM JAEATENILHOCTH IO OCHOBHBIM IpOrpamMmam
npoeccuoHaIbHOT0 00yUEHUS;

- Meroauueckue peKOMEHJAIMM MO pPa3paboTKe OCHOBHBIX IMPO(EeCCHOHATBHBIX
00pa30oBaTeNbHBIX MPOTPaMM U JIOTIOJIHUTENBHBIX HPOQECCHOHATBHBIX IMPOrpaMM C yYeTOM
COOTBETCTBYIOIIUX MNpodecCHOHaIbHBIX cTaHaapToB (MunoOpHayku Poccuiickoit ®@enepanuu ot
22.01.2015 Ne JIJI-1/058BH);

- [Ipukaz MunucrepctBa Tpyaa U couuanbHoi 3amutel PO ot 15 urons 2020 r. N 333w
«O06 ytBepxaeHUU TpodeccuoHaNbHOTO craHaapra «CHenuanucT 1O OpraHWU3allMOHHOMY H
JTOKYMEHTAIMOHHOMY O0ECTICUCHHIO YIIPABJICHUS OPTaHU3aINeH». .
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1.3. Tepmunbl, onpeaesieHusi ¥ UCMOJIb3yeMble COKpaIIeHU s

KommnereHnusi — ciocOOHOCTh MPUMEHSTHh 3HAHUS, YMEHUS, JIMYHOCTHBIC KauecTBa U
MPAKTUYECKHUIA OMBIT AJISl YCIEUIHON AESITENbHOCTU B ONPeIeICHHON 001acTH.

IIpodeccuonaibHbI MOIYJIb — 9YaCTh OCHOBHOM ITpoecCHOHAIbHON 00pa3oBaTeIbHON

mporpaMmbl, UMEroIas onpeﬂenéHHy}o JIOTUYECKYTIO BaBCpIHéHHOCTI) 10 OTHOIICHUIO K IUIAHUPYEMbIM

pe3yjibTaTaM NOATOTOBKH, U IMIPEAHA3HAUCHHAA OJI1 OCBOCHHUA HpO(bCCCI/IOHaJ'IBHI)IX KOMHCTCHHI/II‘/'I B

paMKax KaXa0ro u3 OCHOBHBIX BUI0OB HpO(l)eCCHOHa.HLHOﬁ JACATCIIbHOCTU.

OcHoBHbIE BHABI MPO(ecCHOHAIBLHOM /efiTeJIbLHOCTH — TNpodeccuoHaNbHbIE (QYHKIINH,
Ka)KJasi U3 KOTOPBIX 00JIaZlaeT OTHOCUTENIFHOM aBTOHOMHOCTBIO U OIpeJieieHa paboToaaTeseM Kak
HEOOXOTUMBI KOMIIOHEHT COJEp)KaHUS OCHOBHON TIpOo(heCCHOHANBHOW 00pa3oBaTeIbHOU
MIPOTrpaMMBl.

Pe3yabTarbl MOATOTOBKH — OCBOCHHBIE KOMIIETEHIIMM W YMEHHS, YCBOCHHbBIC 3HAHUS,
o0ecrevynBaroe COOTBETCTBYIOIIYIO KBATU(UKAIINIO U YPOBEHb 00pa30oBaHUsI.

IIpodeccnoHabHBIN TMKJ — COBOKYITHOCTh IMCITUIUIMH (MOayJIeH), 00ecIeunBaroninx
YCBOGHHE 3HAHW, YMEHMH H (QOpPMHpPOBAHHE KOMIIETCHIIMA B COOTBETCTBYIOWIEH cdepe
npohecCuoHaNbHOM NeSTeNbHOCTH.

B nporpamMme ucrosb3yroTces ciaeiyone COKpaleHus:

OII - o6menpodeccuoHanbHbIC TUCIUTITAHBI;

IIM — npocdeccuoHanbHbIi MOIYIIb;

OK- 0011ast KOMIIETEHIHS;

IIK — npodeccronanbHas KOMIETEHIIMSL.

MK — MeXIUCIUIIMHAPHBINA KYypC.

2. XapaKTepMCTmca l'[pO(l)eCCI/IOHaJILHOi/i AECATEJIBbHOCTH BBIITYCKHUKOB

2.1. KpaaudukanMoHHasl XapaKTePUCTHKA N0 npodeccun
«Cekperapb-MalIMHUCTKA».

Kpanudukanus, npucBanBaemasi BBITYCKHUKaM 00pa30BaTeIbHON MPOTPaMMBI: CEKpETaph-
MAalIMHUCTKA, 3 KaTeTOPHSI.

JI0JZKHOCTHBIE  O0AI3aHHOCTH. BBIMONHsAET TeXHUYECKHEe (QYHKUUMU TO OOECHEeYeHHI0 M
0o0CITy’)KMBaHUIO pPaOOThI PYKOBOAMTENS TPEANPUATUS WU €ro mnoapazaeneHuit. Ilomyuaer
HE00XO/IMMBbIE PYKOBOJUTENIO CBEJCHUS OT MOJpA3/IeNICHU MM UCIIOIHUTENEH, BbI3bIBAET MO €ro
MOpy4eHHI0 paboTHUKOB. OpraHusyer TenedOHHbIE MEPErOBOPHI PYKOBOAMTENS, MPUHUMAET U
nepenaer TesneOHOrpaMMBbl, 3alHMCHIBAET B €r0 OTCYTCTBHE NPHUHSATHIE COOOIIEHUS U JOBOJAUT 10
CBEJICHMsI PYKOBOAMUTENs UX cojepkanue. OcyuiecTiseT paboTy MO MOJATOTOBKE 3acedaHUil U
COBEIIaHUH, NPOBOJUMBIX pyKoBoaUTeNeM (cOOp HEOOXOAMMBIX MAaTepUalIOB, OIOBELICHHE
YYaCTHUKOB O BPEMEHH, MECTE, IOBECTKE JHS 3ace/aHus WM COBELAHUs, UX PETUCTpalus), BEAET
u odopmwiser mnporokoisl. ObecreunBaeT pabodee MECTO PYKOBOIMTENS KaHUEIAPCKUMHU
MIPUHAIIEKHOCTSIMH, CPEACTBAMU OPraHU3allMOHHON TEXHUKH, CO3[a€T YCIOBHUS, CIIOCOOCTBYIOIINE
spdexTuBHON pabore pykoBoguTens. llepenaer M NpUHUMAeT WHPOPMALUIO IO TNPUEMHO-
MIEPEerOBOPHBIM  yCcTpoiicTBaM (Tenekc, akc, Tenedakc u 1p.). Iledataer mo ykazaHuio
PYKOBOJUTENSI pa3iuyHble MaTepuaibl. BeneT aenonpon3BOACTBO, MPUHUMAET MOCTYMAMONIYI0 Ha
UMsl PYKOBOJUTEINS KOPPECIOHACHIINIO, OCYIIECTBISIET €€ CHCTeMaTH3allMi0 B COOTBETCTBUHU C
NPUHATHIM Ha TNPENNPUATHU MOPSAKOM M TEpelaeT MOocjie €€ PacCMOTPEHHUs PYKOBOAUTENEM B
MO/Ipa3IeNIeHNs UM KOHKPETHBIM HUCIIOJIHUTEINSM /71l UCIIOJIb30BaHUs B IpoIiecce UX paboThl MO0
NOJAroToBKM OTBeTa. ClIeAMT 3a CPOKaMM BBIIIOJHEHMS IOPYYEHHUI PYKOBOIMTENS, B3ATHIX Ha
KOHTpPOJIb. [IpHMMaeT JOKyMEeHThI Ha MOANKUCH pyKoBoAuTeno. OpraHu3yer npueM MOCEeTUTENeH,
COJICMCTBYET ONEPaTUBHOCTH PACCMOTPEHHUsI MPOChO U MpeiokeHuil paboTHukoB. dopmupyer
Jiella B COOTBETCTBUU C YTBEPKACHHONM HOMEHKJIATYpOW, OOecrneumBaeT MX COXPAaHHOCTh U B
YCTQHOBJICHHBIE CPOKHM cIaeT B apxuB. IloaroraBmuBaeT JOKYMEHTHI A TUPAXHPOBAHUS HA
MHOKUTEIbHON TEXHUKE, a TAK)KE KOMUPYET JOKYMEHTHI Ha IEPCOHATLHOM KCEPOKCE.

JosKeH 3HATb: IIOJIOKEHUS, MHCTPYKLUHU, APYrHe PYKOBOIAILIME MaTepuaabl U HOPMAaTHUBHbBIC
JOKYMEHTBI 10 BEACHUIO JEJIONPOU3BOJCTBA; CTPYKTYPY U PYKOBOMSIUMNM COCTaB MPEAIPUATUSI U



€ro Mojpas/IeleHNii; MallIMHOMNKCh; MpaBuiia opporpa@uu U MyHKTyalUu; TOPSAIOK PACTIONOKECHHUS
MaTepuanga NpU IEYaTaHWU pPa3IM4YHBIX JOKYMEHTOB; I[paBUja II€YaTaHUS JEJOBBIX ITMCEM C
HCIIOJIb30BAaHUEM THUIIOBBIX (OpM; IMpaBUiIa SKCIUTyaTallMH, AUKTO(POHOB; MpaBMia IOJIb30BaHUS
[IPUEMHO-TIEPETOBOPHBIMU yCTpoiicTBamy; CTaHapThl yHU(PUIIPOBAHHOM CUCTEMBI
OpraHU3alMOHHO-PACIOPAAUTEIBHON JOKYMEHTALIMM; OCHOBBI OpraHU3allMM TpPyAa; OCHOBBI
3aKOHOJATENbCTBA O TPYJAE; IpaBWila BHYTPEHHErO TPYAOBOIO pacHoOpslKa; MpaBWiia U HOPMbI
OXpaHsbl TpyAa.

TpeboBanus k kBajupukanuu. HauanpHoe npodeccrnonanbHoe 00pa3oBanue 0e3 MpebsBICHHS
TpeOoBaHMII K cTaxy paboTel wiu cpeaHee (moiHOE) olOmiee oOpa3oBaHWE U CHEIHATbHAS
MOJITOTOBKA M0 YCTaHOBIICHHOH Mporpamme 0e3 MpebsIBICHUS TPEOOBaHHIA K CTaKy paOOTHI.

2.2.006J1acTh M 00beKThI NPO(ecCHOHAILHOM /1eSITeJIbHOCTH BHIITYCKHHKOB
Ob6JsacTh npodecCHOHATBHOM 1eATEJIbHOCTH BbIYCKHUKOB: BBITIOJHEHNE TEXHUYECKUX
GbyHKIUH M0 00ecredeHno U 00CITyKHUBAaHUIO PabOThl PYKOBOJUTEINS OpPraHU3allii, CBA3AHHBIX C
[IOATOTOBKOM, XpaHeHueM, oOpabOTKONl C IOMOIIBI0 CpPEACTB OpPraHU3aLUOHHON TEXHUKH,
HeoOxoauMoi nH(OPMALIUY U AOBECHUEM €€ 0 TOTpeduTess.
O0bekThI NPpOdeccHoHANBHOM 1eATeJIbHOCTH BbIITYCKHUKOB!
® JIOKyMEHTHPOBAaHHAS HHPOPMAIIHS;
® [IpPOLIECC TEXHUYECKOrO OOCITYKUBAHUS padOThl PyKOBOJUTEIIS;
® OpraHu3allMOHHAs TEXHUKA
2.3. Buapl npogeccoHaNbHOI eI TeJIbHOCTH U KOMIIETeHIIMU BbINYCKHUKA
Bunpel npodeccrnonanshoit nesrensaoctu (BITJI) u npodeccuonansabie komrnerennun (I1K)
BBIMTYCKHHKA!

L4 I/IH(l)OpMaI_[I/IOHHO',Z[OKYMGHT&LH/IOHHB.SI ACATCIIBHOCTD,
® OpraHu3anoHHasA ACATCIbHOCTD.

3. [InaHupyeMble pe3yJbTaThl 0CBOEHHUsSI OCHOBHOI 00pa30BaTe/IbHOI MPOrpaMMbl

3.1. O0mue KOMNEeTeHIIUH

BhIlTyCKHUK, OCBOMBUIMM MPOrpaMMy NpoQecCHOHANbHON MOJArOTOBKH, JOJKEH 00JaaaTh
OOLIMMH KOMITETEHIUSAMU:

OK 1. [ToHnmars CymHOCTbh ¥ COLMANbHYIO 3HAUUMOCTh Oyny1en nmpodeccuu, NposBIsATh K
HEW YCTOMYMBBIN UHTEPEC.

OK 2. OpraHu3oBbIBaTb COOCTBEHHYIO NESATEIBHOCTb, MCXOAS M3 LETHM U CHOCOOOB ee
JOCTUKEHMS, ONIPEEIIEHHBIX PYKOBOJUTEIIEM.

OK 3. Amnamu3upoBaTh pabOUYyI0 CHTYalHi0, OCYUICCTBISATh TEKYIIMA M  HTOTOBBIN
KOHTPOJIb, OLIEHKY M KOPPEKIHI0O COOCTBEHHOW JAEATENbHOCTH, HECTH OTBETCTBEHHOCTh 32
pe3yabTaThl CBOCH pabOTHI.

OK 4. OcymiecTBiiTh MOUCK HH(POPMAIUU, HEOOXOAUMON ISl 3PPEKTUBHOTO BBIOJIHEHHS
npodecCHOHATIBHBIX 3a/1au.

OK 5. Hcnomb3oBaTth  MH(OPMAIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJIIOTUH B
po¢eCcCUOHATLHON 1eATEIbHOCTH.

OK 6. Paborarp B koMaHzae, 3(pQPeKTHMBHO OOIIATHCS C KOJUJIETaMH, PYKOBOJCTBOM,
KJINEHTaMH.

OK 7. HcnonHATh BOMHCKYIO OOS3aHHOCTb, B TOM YHCJIE C MPUMEHEHUEM IOJyUYeHHBIX
po¢eCCUOHANBHBIX 3HAHUM (7151 FOHOIIIEH ). YKa3aHHAasi KOMIIETEHIINS SIBIISIETCS] COCTABHOM YaCThIO
ob1enpopeccuoHaIbHON JUCHUIUIMHBEI «be30nacHoCTh KU3HEAEATEIbHOCTHY, KOTOpast B MOJTHOM
o0beMe peamu3yeTcsi MporpaMMoil  oOmieoOpa3oBaTEeNbHBIX — YUpPEXKIEHHH, C€  KOTOPHIMH
MapTHEPCTBYET TOPOJICKON MEKIIKOJIBHBINA yUeOHbIH KOMOUHAT.



OK 8. ColOmroaTh AETIOBOI 3TUKET, KYJIbTYPY U IICHXOJOTHYECKUE OCHOBBI OOIIECHUS,
HOPMBI ¥ ITPaBHJIa MTOBEICHH S, UCTIOIB30BaTh METOJIBI U CPEJICTBA JICTIOBOTO OOIICHUSI.

OK 9. CamocTOATENBHO ONPEACTATh 381241 TPOPECCHOHATBHOTO M IMYHOCTHOTO Pa3BHUTHS,
3aHUMAaThCS CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH TOBBIIICHHE KBaTH(DHUKAIINY.

OK 10. Cob6mromate TpeOoBaHMsI O€30MAaCHOCTH TPyJAa, IOXApPHOW O€301acHOCTH,
CaHWUTAPUU ¥ TUTUCHBI, OXPAHbI TPYAA.

3.2. lIpodeccuonanbHble KOMIETEHIMU

BbInycKHHUK, OCBOMBIIMI MporpaMMmy MpodeccruoHalbHOM MOATOTOBKH, JAOJDKEH 00JanaTh

npoeCCHOHATTLHBIMU KOMIIETEHIIUSAMH, COOTBETCTBYIOIIMMHU BUAY JAESTEIHLHOCTH
3.2.1. NupopMalHOHHO-TOKYMEHTAIHOHHAS eATeIbHOCTh

[1IK 1.1. CocTaBnsiTh, pelakTUpOBaTh U OGOPMIISATh OPTraHU3AIMOHHO-PACIOPSAUTEIBHYIO
JOKYMEHTAIMIO, CO3/1aBaéMyl0 B OpraHM3aliH, COTJacHO TpeOoBaHUsAM [ocyqapCcTBEHHBIX
cragnaproB ('OCT) mo odopMiICHHIO JOKYMEHTOB C HCIOJIb30BAaHUEM COBPEMEHHBIX BHJIOB
OpraHU3aIllMOHHON TeXHUKHU.

[IK 1.2. OpraHu3oBbBaTh JOKYMEHTOOOOPOT B OpraHU3alMd C HCIIOJIB30BaHUEM
COBPEMEHHBIX BHI0B OPTaHU3AIIIOHHON TEXHUKHU.

[1K 1.3. CocraBnsaTh 1 0pOPMIISITH HOMEHKJIATYPY JIeT OpraHu3amnud, GopMUpOBaTh Jiea B
COOTBETCTBUM C YTBEP>KJIEHHOW HOMEHKJIATypoH, OOEecHeunBaTh WX COXPAaHHOCTh B TEKYILIEM
JIEIIONPOU3BOJICTBE C UCIOJIH30BAHUEM COBPEMEHHBIX BHIOB OPTaHU3AIIMOHHON TEXHUKH.

[IK 1.4. OcyiecTBasTh MOATOTOBKY €I K Mepeaye Ha apXHUBHOE XpaHEHUE.

[1IK 1.5. BbInosgHATh MalIMHONMCHBIE pa0OThI Pa3IMUHOMN CTENEHH CI0KHOCTH.

3.2.2. Opranu3amuoHHas 1esiTeJIbHOCTh

[1K 2.1. KoopauaupoBaTh paboTy oduca (IpHEeMHON PyKOBOAMUTEINS), OPTaHU30BBIBATh
IIPUEM ITOCETUTEIICH.

I[IK 2.2. OcymectBusate TenedoHHOE O0OCITyXMBaHWE, TPUHUMATh U TIepenaBaTh
(hakCUMUIIbHBIE COOOIIICHHMS.

[1K 2.3. OcymecTBiATh pabOTy MO MOJATOTOBKE M MPOBEACHUIO COBEUIAHWM, 3acelaHuil,
JIEJIOBBIX BCTPEY, IPUEMOB U MPE3EHTAIUH.

[1IK 2.4. OcymiecTBIATh MOJATOTOBKY JICTIOBBIX MOE3/I0K (KOMAaHIUPOBOK) PYKOBOIUTEIS H
JOPYTUX COTPYAHUKOB OPraHU3alINH.

[1K 2.5. Oprann3oBbeIBaTh paboyee MECTO CEKPETaps U PyKOBOIUTEIS.



4. CTpyKTypa OCHOBHOIi 00pa3oBaTe/IbHON NMPOrpaMMblI

4.1. YYEBHBIN IIJIAH

npogeccuoHaJIbLHONH MOATOTOBKHU 10 nmpodeccuu

«CereTapL-MammchKa»

Kox mpodeccun - 26353
KBanudukamnus (kareropus) —3
®opma 00yueHus — oyHast

Bun BbIIaBaeMoro JI0OKyMeHTa — CBUJICTEIBCTBO YCTAaHOBJICHHOTO 00pasIia.

Cpox
DJIeMeHTBI y4e0HOr0 nmpouecca, B T.4. y4eOHbIe Bcero o0y1enust
HNupexc 2 rona
AUCHUILINHBI, TPodeccHOHATIbHbIE MOAYJIH 4yacoB A
1ron 2 ron
OI1.00 Obwenpogeccuonanvnole OUCUUNTIUHDL 99 67 32
OI1.01 OCHOBBI 3TUKH U TICUXOJIOTHH MPOodeccHnoHaTbHOMI 17 17 0
JeSITeIbHOCTH
OI1.02 [IpaBoBbIE OCHOBBI TPOPECCHOHAIBHON JACATEIHHOCTH 12 12 0
OI1.03 Be3omacHOCTE KU3HEAEATEILHOCTH. 4 4 0
OI1.04 OO0LIETEXHOJIOTHYECKAs [IOATOTOBKA 66 34 32
I1.00 IIpodeccuonadbHbIH UK 216 103 113
IIM.00 Ilpogpeccuonanvuvie modynu 216 103 113
IIM.01 NudopmannoHHO-10KyMeHTALMOHHAS 142 91 51
eI TeJIbHOCTD.
MJIK.01.01 | JoxymeHTaIlMOHHOE 0OECTICUeHHE YITpaBICHUS 142 91 51
I1M.02 Opra"nu3zanoHHAas AesTeJbHOCTb. 49 12 37
MJIK.02.01 | Opranuzanus ceKpeTapckoro o0Cay>KUBaHHMsL. 49 12 37
BapuaTtuBHas yacTth 25 0 25
VIL.O1 YueOHas npakTUKA (IPOU3BOJACTBEHHOE 00yUeHHe) 120 120 0
BCEI'O: | 435 290 145
Koncynbranumn 10 0 10
KBanudukanuoHHblil 9K3aMeH 5 0 5
HUTOI'OBASA ATTECTALIUA 2 0 2
| ATOT'O: 452 290 162




1.1.
1.2.

1.3.
1.4.
. Kanenoapuwvie nepuoowt 6mopozo yueonozo 2ooa:
JlaTa Havana BTOpOro yueonoro roaa: 1 cenrssopsi 2025 roaa.

Jlata okOHUaHUSI BTOPOT0 y4eOHOro roja (3aBepuicHue y4eOHbIX 3aHATHII):

2.1.
2.2.

2.3.
2.4.

3.1.
3.2.
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4.2 KAJJEHJAPHBIN YUEBHBIN TPA®UK
AJis IPo¢eCCHOHATIBLHOI0 00y4eHUs

. Kanenoapuwvie nepuoowvt nepeozo yueonozo zooa:
JlaTa Havasna nmepBoro yuyeoHnoro rogaa: 1 cenrsiopsa 2024 rona.

31 mas 2025 roga — 34 ydeOHbIC HEIEIH.

[TpomomkuTeNbHOCTD YUeOHOM Henenu: 6 THeM.

- 31 mas 2026 roaa — 34 yueOHbIe HEACTH.

[IpogomxuTensHOCT yueOHOM Helenu: 6 qHel.

Ilepuoowt oopazosamenvHoll 0eamenbHOCMU:
Cucrema opranuzanuy yueOHOro rofia — TPUMeCTPOBAasi;

Jlata okOHUaHUS MEPBOro y4eOHOIro roja (3aBepiieHrue yueOHbIX 3aHATUH): -

[TpomomkuTeNnbHOCTh Yy4eOHOTO To/1a (Y4eOHBIX 3aHATHI) 34 ydeOHbIE HeIeIH.

[IpogomxutensHOCTh yueOHOTo roja (yueOHbIX 3aHsTHii) 34 yueOHbIE HEJICNH.

[TpomomKUTETLHOCTD YUECOHBIX 3aHATUH 110 TPUMECTPaM:
KonuuectBo O —. Koppexmuposka
VueOnble | Cpoku Hayana M OKOHYAHHs | ydeOHBIX HEIEIb KTII
.. |pa3IHUYHBIX
MIePUOIbI y4eOHBIX MIEPUOJIOB (y4eOHBIX THE) . (npazoHuunble
JTHEH
10 IJIaHY OHu) *
! 01.09.2024 — 18.12.2024 15 ! Aomb: 04.11.2024
TPUMECTP R S Heacts 04.11.2024 S
2 mHA:
. 10.01.2025-19.03.2025 10 nenens | 23022025 | 2502.2025
TPUMECTP 08.03.2025 08.03.2025
3 mus:
i 01.05.2025 01.05.2025
TOHMECT 28.03.2025-31.05.2025 9 Henenb 09.05.2025 09.05.2025
prvectp 10.05.2025 |  10.05.2025
v 01.09.2025 - 18.12.2025 15 Laeb: | 04112025
TPUMECTP R o Heaetn 04.11.2025 o
v 2 Je: 23.02.2026
10.01.2026-19.03.2026 10 nenmenpb 23.02.2026 pos
TPUMECTP 08.03.2026 08.03.2026
3 mus:
VI 01.05.2026 01.05.2026
28.03.2026-31.05.2026 9 Henenb 09.05.2026 09.05.2026
TPHIMECTD 10.05.2026 | 10.05.2026
HUroro 1.09.2024-31.05.2026 68 Hexean 12 12
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Cpoxy npoxo:KaeHusl NPOMEeKYTOYHOI aTTeCTAllMU MEPBOro Y4eOHOro roga
1 Tpumectp 08.11-26.11.2024
2 TpuMecTp 01.02- 11.02.2025
3 TpuMecTp: 10.05- 18.05.2025

Cpoku npoxo:kaeHus aTTecTallMu nepBoro yueonoro roga: 19.05 -31.05.2025

Cpoxu npoxoxKaeHus MPOMEeKYTOUYHON ATTeCTAIMN BTOPOro Y4e0HOro rojaa
1 Tpumectp 08.11-26.11.2025
2 TpUMeCTp 01.02- 11.02.2026
3 TpuMecTp: 10.05- 18.05.2026

Cpoxku npoxo:kaenust uTorosoi arrecramun: 19.05 -31.05.2026

*opraamzamys (B ciydae HeoOxoammocTn) koppektupoBkrn KTII 3a cuér oObenuHeHHs WM YIUIOTHEHHS TEM
3aHATHH, B TOM YHCJIE BBIMABIIMX HA MPa3JHUYHBIC IHH, OCYIIECTBISIETCS II€AAaroroM, peaU3yIOIINM
JIOTIOJTHUTENBHYI0 0011e00pa3oBaTe/ibHyI0 OONIepPa3BUBAIOIIYIO IIPOrPaMMy, ¢ y4éToM conepKaHUs
IIPOrpaMMBI U TI0 COTTIACOBAHMIO C METOIUCTOM Y4eOHOTO OTIeNa.
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5. OueHka KayecTBa MOATOTOBKH

Onenka KayecTBa OCBOCHHMSI MPOrPaMMBbI MPO(EeCcCHOHAIBHON MOATOTOBKH IO Mpodeccuu
26353 «Cekperapb-MalIMHUCTKA», BKIIOYACT TEKYIIUH KOHTPOJIb 3HAHWUM, MTPOMEKYTOUYHYIO U
UTOTOBYIO aTTECTAIIMH O0YYarOIIHXCS.

5.1. Tekyuiuii KOHTPOJIb 3HAHHUH.

Texymuid KOHTPOJb YCHEBAaEMOCTH OOYYAIOIIMXCS TPEACTABISET CHUCTEMATHYECKYIO
MIPOBEPKY YUEOHBIX JOCTIXKEHUN 00YyYarolMXcs, IPOBOAUMYIO YUHTEIEM B XOJI€ OCYIIECTBIICHUS
00pa3oBaTeNbHON JEATENIbBHOCTH B COOTBETCTBHM C OCHOBHOHM 00pa3oBaTENbHON MPOTPaMMOMN.
[IpoBeneHue TeKyLIEro KOHTPOJIS YCIIEBAEMOCTH HAIpaBICHO Ha 00OecledeHHe BHICTPAauBaHUS
00pa30BaTeNpHOro Mpolecca MakCUMalnbHO 3(G(HEKTUBHBIM 00pa30M JAJIsl TOCTHXKEHUS PE3yJIbTaTOB
OCBOCHHS OCHOBHOM 00111e00pa30BaTeIbHOI MPOrpaMMBbI.

Texkyumii KOHTpPOJIb YCIIEBAEMOCTH OOYYAIOUIMXCS TPOBOIUTCS B TEYEHUE YYEOHOTO
Mepruo/ia B LEeJsIX:

- KOHTPOJS  YPOBHS  JOCTIDKEHUS  y4YallUMHUCS  PEe3yJbTaToOB,  IPEIyCMOTPEHHBIX
00pa3zoBaTeNbHON MPOTPAMMON;

- OLIGHKHU COOTBETCTBHUS PE3YJIbTaTOB OCBOCHHUS 00pa30BaTEIbHOM MTPOrpaMMEI;

- TpoBeneHHs OOYYaromUMCS CAaMOOIEHKH, OLEHKHM €ro paboThl MeAarorn4eckuM
pabOTHHKOM C IENIbI0 BO3MOYKHOT'O COBEPIIICHCTBOBAHMS 00pa30BaTEILHOTO MpoIiecca.
@OopMBI TEKYIIEro KOHTPOJISl OMpPEesieT yUYUTelb C Y4eTOM KOHTHHTEHTa 00YyJaromuxcs,

COJIepKaHusl y4eOHOr0 MaTepuania M HUCIHOJIb3YeMBIX 00pa3oBaTeNbHBIX TEXHOJNOTWH. Texymmi
KOHTPOJb TI0 TEOPETUYeCKOMY OOYYEHHIO OCyIIecTBIseTcss B (opme yCcTHOro ormpoca
((ppoHTANBHEIH, TPYIIIOBOM, HHINBUIYATbHBIN) U MUCEMEHHOTO OINpoca (caMoCTosTeNlbHAs paboTa,
TECTOBBIA KOHTPOJIb, TUKTAHT, COCTABJICHUE TE3UCOB M OMOPHBIX KOHCIEKTOB, MUHU-COUMHEHUN U
NoKJanoB). Tekymuii KOHTpOJb MO Yy4yeOHO-IIPOM3BOJICTBEHHOM NpAKTHKE OCYILIECTBISIETCS B
(dbopMe poBepoYHOI pabOTHI (Ja0OPATOPHO-NPAKTUYECKOM, MTPAKTUUYECKON, TPOEKTHOM).

[Topsimok, ¢GoOpMBI, TEPUOTUYHOCTD, KOJIMYECTBO OOS3aTENBHBIX MEPONPHUATHHA IPH
MIPOBEICHUH TEKYIIET0 KOHTPOJIS YCIEeBAEMOCTH 00yUarOMIUXCsl ONPEAEIISIOTCS YUUTEIEM C YIETOM
OCHOBHOI 00pa30BaTeIbHON MPOTPaMMBI.

5.2. IIpoMeskyTOUHAsI aTTeCTALUS.

HpOMe)KYTOIIHaH arrectalnuda — O3TO YCTAaHOBJIICHHC YPOBHA OOCTHXXCHUA PEC3YyJIbTATOB
OCBOEHHUSI y4EOHBIX IpPEJIMETOB, KypCOB, AUCHMIUIMH (MOJIyJiel), MpeayCMOTPEHHBIX OCHOBHOM
o0pa30BaTenbHOM MPOrpaMMoi.

LenssMu poBeZieHNs] MPOMEXYTOYHON aTTECTALlUH SBIISIOTCS:

- 00BEKTHBHOE yCTAaHOBJICHHE (DAKTUIECKOTO YPOBHS OCBOCHUS 00pa30BaTEILHON MPOTPAaMMEBI U
TOCTIDKEHUS pe3yJIbTATOB OCBOEHUS 00pa30BaTEIbHON IPOTPaMMEI,

- COOTHECECHHUE DOTOro YpOBHA C KBaJ'II/I(bI/IKaHI/IOHHBIMI/I Tpe6OBaHI/I$[MI/I, YKa3aHHBIMU B
KBaJIM(DUKAIIMOHHOM XapaKTepuCTHKE Mpodeccui;

- OII€CHKa }IOCTI/I)KeHI/Iﬁ KOHKPETHOTO 06yqa}0mer0051, IIO3BOJIAOIIIAsT BBIIBUTH HpO6€J’IBI B
OCBOGHHH UM 00pa3oBaTeIbHOM MPOTrpaMMbl M YUYHUTHIBATh WHAMBHYyaJbHBIE MOTPEOHOCTU
y4allerocsi B OCyIIeCTBICHUN 00pa30BaTeIbHOM 1A TeIbHOCTH;

- OIIEHKAa JWHAaMHKH WHAWBUIYAIbHBIX O0Opa30BaTENbHBIX JOCTI)KEHUH, NPOJIBUKEHUS B
JOCTH)KEHUH TUTAHUPYEMBIX PE3YJIbTaTOB OCBOEHHs 00pa30BaTEIbHON MPOrpaMMBl.

[TpomexxyTounast arrectauus 1o ooOuienpodeccuoHalbHbIM —aucuuiuimiam, MK wu
npodecCHOHaIbHBIM MOIYJISIM TPOBOAUTCA B (pOpME MUCHMEHHOW MPOBEPKH — KOHTPOJIbHAS
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pabora.

[TpomexyTounass artectanus (KOHTpOJbHas paboTa) MPOBOAUTCS 3a CUET BPEMEHH,
OTBEJICHHOTO  Ha  COOTBETCTBYIOINYI  obmenpodeccuonanpuyo  aucuumiuay, MK,
npodeccuoHaNbHbI  MOJYJb HEMOCPEACTBEHHO IO HWTOTaM OCBOEHHS B COOTBETCTBUU C
KaJIeHJapHBIM TpaduKOM yueOHOTro mpoliecca.

5.3. UToroBsas arrecramus.

[IpodeccuonanpHass MNOATOTOBKA 3aBeplIaeTcs WTOTOBOM  arrectanue B Qopme
KBJIM(UKAITMOHHOTO 3K3aMeHa.

KBanu@ukanMoHHbIX 3K3aMEH BKJI0YaeT B ce0s NPaKTUYECKYH KBIM(UKAUOHHYIO
paboTy M MPOBEPKY TEOPETUUYECKHX 3HAHWM B IHpeaenax KBadu(UKAIMOHHBIX TpeOOBaHHI,
yKa3aHHBIX B KBATM(UKAIIMOHHON XapaKTePUCTHKE MPOdeccu.

[TpakTnueckass kBanuduKalUOHHAs padoTa MO TEMaTHKE JODKHA COOTBETCTBOBATh
COJIEP>KaHUIO0 OJJHOTO WIJIM HECKOJIbKMX MpPOoecCHOHAIbHBIX Moaysel. CI0XKHOCTh MPAKTUYECKOM
KBUTM(UKAIIMOHHOW pPabOThl JOKHA OBITh HE HIDKE paspsaa 1o mpodeccuu pabodero,
MPEyCMOTPEHHOTO KBATM(DUKAIIMOHHONW XapaKTePUCTHKOW. TpeOoBaHUS K COIEPIKaHUI0, 00bEMY H
CTPYKTypE€ BBIYCKHOH KBaTU(UKAIMOHHOW paboThl ompeaenstorcs [lookeHneM opraHu3aiuu
ocymecTrisitonen ooyuenue o BKP u uroropoit arrecranuu.

[TpoBepka TeopeTHUECKUX 3HAHUN MPOBOAUTCSA B (hOPME TECTUPOBAHUS MO TEOPETUUECKUM
BOIpOCcaM 001enpodecCHnOHaTbHBIX AUCIUILTUH U TPO(ECCHOHATBHBIX MOIYJICH.

HtoroBasi omneHka 3a KBaNU(UKAIMOHHBIA 3K3aMEH OIpeAeNsieTcss OOIHUM CyMMAapHBIM
KOJMYECTBOM OaioB, MOJYYEHHBIX IO pe3yibTaTaM TEOPEeTUYECKOW M TMPaKTHUECKON dYacTu
JK3aMEeHa.

B mepuon moAaroToBKM K BBIMYCKHOMY KBAJIM(PUKAIIMOHHOMY SK3aMEHY MPOBOIUTCS
KOHCYJIbTAIUs 32 CUET CIIEUAIbHO OTBEJIEHHOTO HAa HEE BPEMEHHU.

K  wurtoroBoii  arrecrauu  JOMYyCKAalOTCS  JIMIIA,  BBINOJHUBIIME  TpeOOBaHUS,
IPEIYCMOTPEHHbIE TMpOorpaMMoil Mpo(peCcCHOHATBHOW MOATOTOBKM MO MHPOpEecCHd U YCIEHIHO
MPOLIE/IINE BCE AaTTECTAIMOHHBIE WCIBITAHUSA, TMPEAYCMOTPEHHBIE TporpaMMaMH y4eOHBIX
JUCIUIUIAH U TPOPECCUOHANBHBIX MOAYJICH.

JluuaMm, MpOMIEIINM COOTBETCTBYIOIIEE OOy4YeHHE B IMOJHOM O0beMe M MOJTYYHMBIIUM
MOJIOXKUTEIbHYIO OLIEHKY Ha UTOTOBOM aTTecTalluy, MPUCBAaUBaeTCs KBaMdUKaIys no npodeccuu
«CekpeTapb-MalIMHACTKa» 3 KAaTETOPHH M BBIJIAETCS JJOKYMEHT YCTaHOBJICHHOTO 00pasIia.

6. MaTepua/IbHO-TeXHHYECKOE OCHAIIEHHE 00Pa30BaTebHON 1eATeJbHOCTH 10
o0pa3oBaTe/IbHOIl MporpaMmme

OTKPBITOE AKIHOMOHEPHOE OBHIECTBO «OK-JIO3A» o6nagaer MarepuaibHO-
TeXHUYECKOW 0a3zoi, oOecrmeunmBaroniell MPOBEACHUE BCEX BHJAOB JUCIHUIUIMHAPDHON U
MEXIUCUUTUTMHAPHON TOJATOTOBKM, WTOTOBOM aTTeCTAallMW CAyIlIaTened, MpelyCMOTPEHHBIX
y4eOHBIM  IUIAHOM MPOTPAaMMBI ¥ COOTBETCTBYIOIIECH  JICHCTBYIOIIMM  CaHUTAapHBIM U
MPOTUBOMOXKAPHBIM TpaBWIaM W HOpMaM. MUHHMATbHO HEOOXOMUMBIA JJs  pean3aiuu
MPOrpaMMbI  TIEpPEYCHh MAaTEPHATBHO TEXHUYECKOTO OOCSCIICUCHHUs BKIIIOYACT: TIOMEIICHHS IS
MIPOBEJICHUS YUEOHBIX 3aHITHIA, UTOTOBOM aTTecTaluu (000py10BaHHBIEMEOENbI0), 8 UMEHHO:

Yueonblii kaacc (momemenne 10 mo BTH)
Crton — 3 wT; cTyn — 6 mT; CTOJ MpenoaaBarens — | mT; CTyJ nmpenoaasarens — | mrT;
sKkpaH — | mT; HOyTOYyK — | 1IT; JOCKa MarHUTHO-MapKepHas — | mT.
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7. MeToau4yeckoe odecnevyeHne NporpaMmabi:

MeTtoanueckoe obecneyeHue IporpaMmabl  pe€ajlu3y€TCsa IOCPEACTBOM CICAYIOIINX METOA0B

00y4eHHUsI. CIIOBECHOTO, HArJSJHOTO, OOBSICHUTEIBHO-WIUTIOCTPATUBHOTO, YaCTHYHO-TIOMCKOBOTO,
HCCIIEI0BATENBCKOTO, IUCKYCCHOHHOTO, POEKTHOTO.

Taxxkxe B 00pa3oBaTelIbHON MpOrpaMMme HCIOJIB3YIOTCS BOCHUTATEeIbHbIE METOAbI, KOTOpbIE
peaM3yI0TCS MMOCPEICTBOM YOCKICHHUSI, MOOIIPEHUS, YIIPAKHEHHSI, CTUMYJIUPOBAHUS, MOTUBAIIUH.

@opma opranu3anuu 00pa3oBaTeJIbHOI0 MPOLECca: HHIUBUYyaTbHO-TPYIIIOBAsL.

®opMblI OPraHu3alMu Y4eOHOT0 3aHATHS . JICKIIUH, CEMUHAPBI.

Ilenarornyeckne TeXHOJOTMHU: TEXHOJOTHS TPYIIIOBOTO OOYYEHHs, TEXHOJIOTUS KOJJIEKTUBHOTO
oOyueHus1, TexHonorus auddepeHpoBaHHOTO 00yUSHHUS.

AJITOPUTM Y4eOHOr0 3aHATHS BBIPAXKACTCS B KPATKOM OIMMCAHUHM CTPYKTYPHI 3aHITHS U €r0
ITAroB;

JuaakTuyeckue MaTepuaabl IPEICTABICHBI B BUJE Pa3aTOYHBIX MaTepUAJIOB, 3a/IaHUM,
YIIpa)KHEHUM.

YyeOHblii MaTepuaj TPEJOCTABISICTCS B DJIEKTPOHHOM BHAE (B TOM 4YHCJIE Ha pecypcax B
nH()OPMAMOHHO-KOMMYHHKAIIMOHHOU ceTh «IHTepHeT») 1 Ha OyMaXHOM Hocutene. B yacTHOCTH:

IleuaTHble M3TaAHNSA:

lemamoBa I".M. OCHOBBI 3THKH U TICUXOJIOTUH TPO(PECCHOHATBHON NEATEIFHOCTH: YUYEOHUK IS
CTYH. yupexaeHuit cpea. mpod. obpazoBanus/I.M. Illenamosa.. — 3-¢ u3n., crep. — M.: M3garenbckuii
neHTp «Axkagemus», 2020. — 176 c.

[TpaBoBoe oOecneueHue npodeccuoHanbHOU AesrenbHocTH @ YueOHuk anst CIIO / mox pen. A.S.
Kamyctuna. — 2-¢ w3x., mepepab. u jgom. — M. : HzmarenmsctBo FOpaiit, 2019. — 382 c¢. — Cepus :
[IpodeccrnonanbHoe odpazoBaHue.

[lleuenko O.A., CyneitmanoBa @©.0., lllonus I'.B. Kommentapuit k TpymnoBomy Koaekcy
Poccwuiickoit @eneparuu (mocrareinsiii). — 3-e uza. — M.: [IpocnexT, 2019.

BumnsikoB f.J[. bezomacHocTs xkusHenestensHoctu: yueOHuk mist CIIO. — 5-e uza., mepepad. u
nor. — M.: U3narensctBo FOpaiit, 2021. — 416 c. Cepusi: [IpodeccuonansHoe oOpa3zoBaHHeE.

bacakoB M.U., 3ambiikoBa O.UM. [lenompousBoactBo. JloKyMeHTallMOHHOE oOOecreyeHune
ynpasienus: yaeonuk. — U3n. 15-e. — PoctoB u//l.: ®ennkce, 20109.

["anaxoB B.B. Opranuzaius cekperapckoro 00CiyKUBaHUs: YUSOHUK JIJISl CTY/I. YUPEKIACHUIM CPE/I.
npod. oOpazoBaHus. 2-e u3l., crep. — M.: U3narensckuit eHTp «Akanemus», 2020. — 288 c.

Abynamze J.I'. JlokyMmMeHTalMOHHOE oOecreyeHne YIpaBICHUS MEpPCOHAIOM @ Y4YeOHUK U
npaktukym st CIIO / JI.I'. AGynamze, W.b. Bempsokkuna, B.M. MacnoBa. — M. : U3narensctBo Opaiir,
2019. — 299 c. — Cepus : IlpodeccuonanpHoe oOpa3oBaHue.

HNHuTepHeT-pecypcesl:

http://metod-kopilka.ru, http://school-
collection.edu.ru/catalog/

http://www.psychology.ru
http://www.psychology-online.net.


http://metod-kopilka.ru/
http://school-/
http://www.psychology.ru/
http://www.psychology-online.net/
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8.00ecnnevyenne ycjaoBUi s 00y4alOUIMXCA C OrPAHMYEHHBIMH BO3MOKHOCTSIMHM

310POBbSI

1. ObGecneuenne OecHpensATCTBEHHOIO JOCTyNa OOYYAIOUIMXCS C OIpPAaHUYEHHBIMH
BO3MOXXHOCTSIMU 3/I0POBBSI, UMEIOLINX HAapyLIEHHs ONIOPHO-/IBUTaTENILHOTO anmapara, B
y4eOHbIe MOMEIEHHUs] U JIpyrue MOMELICHUsT COUCKaTelss JHUIEeH3UU (JIMIEeH3Harta), a
TaKKe MX NpeObIBaHMA B YKa3aHHBIX MOMEIICHUSAX (HAJMYUE MAHIYCOB, MOPYYHEH,
paclIMpeHHbIX JABEPHBIX MPOEMOB, JU(TOB, JOKAIbHBIX TOHM)KEHHBIX CTOEK-0aphepoB;
IpU OTCYTCTBHM JU(PTOB ayJAWTOPHUH JJIsI MPOBENCHUS YUEOHBIX 3aHATHH IOJDKHBI
pacroiaratbCsi Ha IEpBOM 3TaXe)

Ha, e6ce ycnosus cozoanvl. Ayoumopus 01 NpoGedeHus YYeOHbIX 3AHAMULL
pacnoaazaemcs Ha 2 smasxce, UMeemcs JauGm, MOOUIbHBIU NAHOYC, NOPYYHU,
pacuiupentvie 08epHble NPOoeMbl, JOKAIbHblE NOHUNCEHHble CMOUKU-Oapbepbl, 4mo
obecneyueaem 0OecnpensmcmeeHHvlll 00CmMyn U HnpebvleaHue 00Y4AIOWUXCA  C
OCPDAHUYEHHBIMU —~ BO3MONCHOCMAMU — 300P08bsl,  UMEIOWUX  HAPYUWEHUS  ONOPHO-
08UAMENbHO20 annapama 6 30anue u ayoumopuro 0Jis NPo8edeHUs Y4eOHbIX 3aHAMULL
u Opyaue nomeweHus.

2.Hpe,I[OCTaBJ'IeHI/IC yciayr aCCUCTCHTA, OKa3bIBAOLICTO O6yLIaI-OH_[I/IMCH C
OI'paHNUYCHHBIMH BO3MOXXHOCTAMU 310POBbA H606X0,I[I/IMYI-O TEXHUYCCKYIO ITIOMOIIb

Jla, 6 wmame opeanuzayuu umeemcsi acCUCmMenm 6 COOMEemcmeuu ¢ npuxkazom Ne 14
om 01.03.2024 200a

3.AnanTupoBaHHbIE o0Opa3oBaTenbHbIC MIPOrpamMMBbl (cmennanu3upOBaHHbBIE
a/IanTalliOHHbBIE TPEIMETHI, TUCIUTUTMHBI (MOIYIIH))

He mpebyemcs

4 CriennanbHble Y9€OHUKH, y4eOHbIE TTOCOOMS M JUAAKTUYECKHE MaTepuajbl, B TOM
qucie B (popMaTe NevyaTHbIX MaTepUaANIOB (KPYIHBIA MPUQPT WiK ayauodaiiibn)
He mpebyemcs

S.AnanTanusi opUIMAIbHBIX CAUTOB 00pa3oBaTeIbHBIX OpraHu3anuil B cetu HTepHer
C y4eTOM 0CcOOBbIX TOTPEOHOCTEH MHBAINIOB MO 3PEHUIO C TIPUBEACHUEM UX

K MEXAYHapOJHOMY CTaHJApTy JOCTYITHOCTH BEO-KOHTEHTa U BEO-CEPBUCOB

He mpebyemcs

6.Pa3memienne B JOCTYMHBIX Ui OOYYAIONIUXCS, SIBISIFOIIUXCS CIEHBIMU KN
CITA0OBHIAIIIUMH, MECTaX M B aJallTHPOBAHHON (hopMe CIIPaBOYHON WH(POpMAITUU

0 paclHCaHUU JEKIUH, yIeOHBIX 3aHATHI

He mpebyemcs

7. 1lyOnupoBaHue 3BYKOBOH CHpaBOYHOW HMH(POpPMAIMK O PACIUCAHUU Y4EeOHBIX
3aHATUH BU3yalbHOH (YCTAaHOBKA MOHHTOPOB C BO3MOXXKHOCTBIO  TPAHCISILIUH
CyOTUTpPOB)

He mpebyemcs

8.00ecrieueHne  HaUIeKAIIMMU  3BYKOBBIMH  CPEICTBAMH  BOCIIPOM3BEICHHUS
uHpopManuu
He mpebyemcs
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IHpunoosicenue 1

K npozpamme npogeccuonanvHoil
no020moeKu no npogeccuu
26353 «Cexkpemapv-mauiuHUCmKa)

PABOYAS IMTPOI'PAMMA
OBIIENPO®ECCUOHAJIBHON JUCHUILJINHBI

OI1. 01. «OcHOBBI 3THKM U IICHXOJIOTHH TPO(ECCHOHATBLHOI IEATETHLHOCTH

1o npodeccun 26353 «Cekperapb-MalIMHUCTKA»
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COJEP)KAHUE

1. OBLLIASI XAPAKTEPUCTHUKA PABOYE [TPOI' PAMMEI
OBILEIPO®ECCHUOHAJILHON JIUCLIUTIIMHBI

2. CTPYKTYPA U COJIEPYKAHUE OBIIEITPO®ECCUOHAJILHOI
JICLATUIVHBL.

3. VYCJIOBUA PEAJIM3ALIMU ITPOI'PAMMBI
OBILEIPO®ECCUOHAJIBHOU JINCLIUTIINHBI.

4. KOHTPOJIb 1 OLIEHKA PE3VJIbTATOB OCBOEHUA
OBILEITPO®ECCUOHAJILHON JTUCIIATIIVHBI.
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOI'PAMMBI
OBIIENPO®ECCHOHAJIBHON JUCIUAILIMHBI
OIL.01. OCHOBBI 9TUKH U IICUXOJIOT' MU MPOPECCUOHAJILHOM
AEATEJIBHOCTH

1.1. Mecto aucCUMIUIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/IbHOI NPOrpaMMbl
npogeccnoHaabHoi moaroToBku: OIL.01. «OCHOBBI 3TUKM M TCHXOJOTHH MPO(eCcCHOHATBHOM
NESITeIbHOCTH» IPUHAMIESKUT K 001enpodecCHOHANBHBIM JUCIUILIMHAM.

1.2. Heap u niiaHupyeMble pe3yibTAThl 0CBOEHUS JUCHUILINHBI:

Koa IIK, OK Yvmennsa 3Hanus

OK 1-10 - co0ro1aTh PO ECCHOHAIBHBIN

IIK 2.1-2.5 ITHKET; - OCHOBBI IICUXOJIOTHHU OOIIEHNS;
- co0r01aTh 00IITE HOPMBI U - OCHOBBI JI€JIOBOM KyIbTYPBI;
IpaBuUjia IOBEACHU, - OCHOBBI 3TUKHU HpO(l)eCCI/IOHaJILHBIX
- UCIOJIb30BATh IIPUEMBI JECIIOBOIO OTHOMICHHH,
ITOBE/ICHUS,

- CO3aBaTh U NOAJACPKHUBATH
OJIarOMPUSATHBIN TICHXOJIOTHYESCKHH
KJINMAaT B KOJIJICKTUBCEC,

- HCIIOJIb30BaTh METOJIbI M CPE/ICTBA
3¢ (HEKTHBHOTO JEIIOBOTO OOIICHUSI.

2. CTPYKTYPA U COJAEP)KAHUE OBLIEITPO®ECCUOHAJIBLHOMI
TV CHUTIIMHBI
OI1.01. «OCHOBBI D TUKHU Y ICUXOJIOT UM IMTPO®ECCUOHAJILHOM
TEATEJBbHOCTW»

2.1. O6beM 00menpogeccCHOHATBLHOM TUCHUILIMHBI U BUABI Y4e0HOI padoThI

Bup yueOHoit padoThl Oobvem uacos
Oos3aTesibHAsi ayAUTOPHAst y4eOHasi HArpy3Ka (Bcero) 17
B TOM YHCJIE!
® TEeopus 11
® [IPAaKTUYECKUE 3aHIATUS 6
IIpomesxcymounas ammecmayus - KOHMpONbHA paboma.
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2.2. TeMaTHYeCKHUIi IJIAH U COJEPKAHUE

o0menpogeccHOHAJIbHON TUCIHMILIHHBI

OIL.01. OCHOBBI 9TUKH U IICUXOJIOT' MU TPOPECCUOHAJILHOM

AEATEJIBHOCTH

HaumenoBaHue pa3aeioB

Coaepixanue yueOHOro MaTepunasa, jadoparopHblie padoThl U

U TeM NpPaKTHYEeCKUEe 3aHATHUS

Tema 1.1. IIcuxomornyeckue aceKThI IEJI0BOIO OOIIEHH.

OcCHOBBI IICHX0JIOTHH

Tema 1.2. VYcmex nea0Boro o0ILIeHNS.

Ilcuxosornueckue

ACHEKTHI /1eJI0BOT0 IlpakTuyeckas padora: Ycmex Aen0oBOro oOmeHus (peuieHue
o0IeHHs CHTYallMOHHBIX 3a/1a4).

HesepOansHoe oO1eHue.

HeBepOanpHoe oOmeHue (pemieHue

IlpakTHyeckasi padora:
CUTYaIlMOHHBIX 33]1a4).

Tema 1.3. KonpaukTsl B
eJI0BOM OOIIICHUH

KoH(uKTHI B 1€7T0BOM 00IIIEHUH.

IpakTnyeckas padora: KoHQIMKTEI B JETOBOM OOIICHHUH

(pelieHye CUTYalMOHHBIX 3a/1a4).

Tema 1.4.

ITHKA
npo¢eccuoHAIbHOU
AeSITeIbHOCTH

OTHKa B3aMMOOTHOIIEHUH PYKOBOJUTEINS U CEKpeTaps.
BzaumoenicTBre ¢ KoJUIETaMu.

IpakTHyeckas padora: ITHKa MpodhecCuOHATHHOU IEATeTEHOCTH
(pelieHne CUTYallMOHHBIX 3a/1a4).

IIpomexyrounasi arrectanusi OIL.01. OCHOBBI 3THKH U
MCUXO0JIOTMHU NPO(ecCHOHAIBLHOM AeATEeJIbHOCTH
KOHTpOJIbHast paboTa

3. YCJOBUS PEAJIM3AIIAU ITPOT'PAMMBI OBIIIEMIPO®ECCHOHAJILHOM

JUCHMUIIAHBI

OI1.01. OCHOBBI 3TUKH U MICUXOJOT'MU MPOPECCUOHAJIBHON

AEATEJIBHOCTH

3.1. Tpe6oBaHusl K MUHUMAJIbHOMY MaTepPHAJILHO-TEXHHYECKOMY 00ecredeHn 0

Peanu3anus nporpaMMbl JUCIUILUIMHBI TPEOYIOT HalHuKe y4eOHOTro KaOuHeTa.
O6opynoBanne yueOHOTO KaOMHETa:

[Tocamounble MecTa MO KOJIMYECTBY O0yUaIOLIUXCS,;
Pabouee mecto yunrens;

KommiekT yue6HO-MeTOIMUeCKUX MaTepHaioB;
MapxepHas JocKa Wil QIIUmyapr.
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3.2. UudopmanuonHoe odecrieyeHue 00yueHus
IlepeyeHb peKOMeHyeMbIX Y4eOHbIX U3IaHUI, HHTEPHET-PECYPCOB, 10NMOJTHUTEIbHOMI
JIUTEPaTypPhbl
3.2.1. IleyaTHble U3AHNUS:

e IllemamoBa I''M. OCHOBBI 3THKH M IICHUXOJIOTUM TPO(PECCHOHATBHON ESITEIHHOCTH:
YU9eOHUK JUIsl CTYA. YUpexaeHui cpen. npod. obpazosanms/I .M. lllenamoBa.. — 3-¢ u3a., cTep. —
M.: U3narenbckuii neHTp «Axamemus», 2020. — 176 c.

JlomoTHUTEIbHBIE HCTOUHUKHU
e llutepHer-pecypchl:
http://www.psychology.r
u
http://www.psychology-
online.net

e UuTepHeT-pecypchl A YUUTES:

1. http://metod-kopilka.ru,
http://school-collection.edu.ru/catalog/

4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHMUSI
OBIIEITPO®ECCHOHAJIBHOHN JUCHUIIJIMHBI
OI1.01. OCHOBBI 3 TUKH U IICUXOJOT'MH MPOPECCUHOHAJIBHON

AEATEJIBHOCTH

4.1. KoHTpO./Ib M OLIEHKA Pe3yJIbTATOB 0CBOEHHs 0011enpodeccHOHATILHOIM
AUCUHMILINHBI

®opMbI U MeTOAbI KOHTPOJISI H OLEHKHU
Pe3yabTaTsl 00yyeHus P A P 1

(OCBOCHHI)Ie YmeHnusl, yCBOCHHBIC 3Haﬂl/lﬂ) pe3yapTaToB Oﬁyqu“ﬂ

YmMmenus:
° co0JIro1aTh npoecCHOHATBHBIN
OTHUKECT
° coOro1aTh 0011Ie HOPMBI U
IIpaBuJia IMOBCACHU A, o

P a 2 Texkyumuit KOHTposib B (opMe YCTHOTO H
[ ]

HCIIONb30BATD MIPHEMBI ICIOBOTO | [ oo o ompoca.

OOIIeHHSI U HABBIKU KYJIBTYPbI TIOBEICHUS TIpOMEs Ky TOUHBI KOHTPOITH B hopME
° C03/1aBaTh u MO/I/IEP>KUBATh

N N KOHTPOJIbHOW PabOTHI.
ONMaronpusATHBINA TICUXOIOTHYECKUN KIHMAT

B KOJIJIEKTHBE.
J MCIOJIb30BaTh METOJIBI M CPEICTBA
3¢ (HEeKTHUBHOTO JEIOBOTO OOIIECHUS

3HaHusA:
o OCHOBBI [ICUXOJIOTUH OOIIEHUS .
HI Texyuii KOHTposib B (GopMe YCTHOTO H
. OCHOBBI JIEJIOBOM KYJIBTYPBI fIMCHMEHHOTO ofpoca.
[TpomexyTOUHBIH KOHTPOJIb B (hopMe
° OCHOBBI STHKH KOHTPOJILHOH paboTHI.

po¢eCCUOHATBHBIX OTHOIIICHUH

® OCHOBBI KOH(l)J'II/IKTOJ'IOFI/II/I.



http://www.psychology.ru/
http://www.psychology.ru/
http://www.psychology-online.net/
http://www.psychology-online.net/
http://metod-kopilka.ru/
http://school-collection.edu.ru/catalog/
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Ipunoscenue 2

K npozpamme npogheccuonanvHou
no020moeKu no npogheccuu

26353 «Cexkpemapv-mauiuHUCmMKa»

PABOYAS ITPOT'PAMMA
OBIIENPO®ECCUOHAJIBHON JUCHUILJINHBI

OI1.02. «IIpaBoBbIe 0OCHOBBI IPO(eCCHOHATBHOM 1eITeJIbHOCTID)

o npoeccuun 26353 «CexkpeTapb-MaAIIHHUCTKA)



21

COJEP)KAHUE

1. OBLLIASI XAPAKTEPUCTHUKA PABOYEI [TPOI' PAMMEI
OBILEITPO®ECCHUOHAJILHON JTUCLIUTIIMHBI

2. CTPYKTYPA U COJIEPYKAHUE OBIEITPO®ECCUOHAJILHOI
JICLATUIVHBL.

1. VYCJIOBUA PEAJIM3ALIMU ITPOI'PAMMEBI
OBILEIPO®ECCUOHAJIBHON JIMCLIUIIIHBI.

4. KOHTPOJIb 1 OLIEHKA PE3VJIbTATOB OCBOEHU
OBILEITPO®ECCHUOHAJILHON JTUCIIATIIVHBI.
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1. OBIIAS XAPAKTEPUCTHUKA PABOYEN TPOT'PAMMBI
OBIIENPO®ECCUHOHAJIBHON JUCIUAILIIMHBI
OIL02. TIPABOBBIE OCHOBBI TIPO®ECCHUOHAJIbHOM JESATEJIBHOCTH

1.1. MecTo AUCHMIUIMHBI B CTPYKType OCHOBHOW 00pa30oBaTe/IbHOW NpPOrpaMMbl

npogeccuonanbHoii  moaroroBku:  OI1.02.

«IIpaBoBBIE ~ OCHOBBI  MPOQPECCHOHATHHON

ACATCIIBHOCTH) IIPUHAAJIC)KHUT K 06Hler0(1)eCCI/IOHaJ'IBHI>IM JUCHUITIIMHAaM.

1.2. I_[e.m, U IVIAaHUPYEMbIE pE3yJIbTAaThl OCBOCHUS JUCHUIIIMHBI:

JACATCIIBHOCTH.

Koa IIK, OK Yvmennsa 3Hanus

OK 1-6 - obecreunBaTh COOJIOZICHHUE | - OCHOBBI KOHCTUTYIIHOHHOTO,
IK1.1;1.2 3aKOHO/IaTeIbCTBA Poccuiickoil | aIMHUHUCTPATHMBHOTO, IPaXkKIaHCKOTO,
K 2.1; 2.4 Oenepanun B 1po(ECCHOHATBHOM | YTOJIOBHOTO M TPYJAOBOTO IIPABa.

2. CTPYKTYPA U COJEP)KAHUE OBIIENPO®ECCHUOHAJIBHOM

JUCLMUIIAHBI

OIL02. TIPABOBBIE OCHOBbI IPO®ECCHOHAJIbHOM JESTEJIBHOCTU

2.1. O6bem o0menpodecCHOHATBLHON AUCHUILIMHBI H BH/IbI y4eOHOH padoThl

Bup yueOHoii padoThl Oobvem uacos
Oo6s13aTesibHAs ayIUTOPHAS y4eOHAsA HATPY3Ka (BCero) 12
B TOM YHCJIE:
e TEopus 6
® [IPAKTHUYECKHE 3aHATHUS 6

Ilpomesricymounan ammecmayus - KOHMpOabHAA paboma.
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2.2. TemaTH4ecKHii NJIaH U COAePKaAHNE
o0menpogeccHOHAJIbHON TUCIMILIUHBI
OI1. 02. MIPABOBBIE OCHOBBI IPO®ECCUOHAJBHOM NAESITEJIBHOCTH

HaumeHoBaHue pa3/iejioB U TEM

Coaeprxanue yueOHOro MaTepuaJa, 1a0opaTopHbie
pa0doThI U NPAKTHYECKHE 3aAHATHS

Tema 1.

OCHOBBI KOHCTI/ITyLII/IOHHOI‘O,
aIMUHUCTPATUBHOTO,
IPaKJIaHCKOTr0, YTOJIOBHOTO U
TPYAOBOTO MpaBa.

OCHOBBI KOHCTUTYOUOHHOI'O, aIMUHUCTPATUBHOI'O,
T'paAXAaAHCKOI'0, YI'OJIOBHOI'O U TPYZAOBOTO ITpaBa.

Tema 2.
3ammTa nepcoHANbHBIX JaHHBIX.

HopmatuBHas 6a3a 115t paboThI ¢ IEPCOHATBHBIMHU
JTAHHBIMU paOOTHUKOB.

IpakTHyeckas pabora: 3akoH 00 06paboTke
MEPCOHAIBHBIX JAaHHBIX

Tema 3.
TpynoycrpoiictBo. McnibTaTenbHbIi
CPOK.

CoBpeMeHHbIe c110cO0bI TPYI0YCTPONCTBA.
TpynoycTpoicTBO cexpeTapsi.

IlpakTHyeckas padora:
CocraBnenue pe3ome.

IlpakTuyeckas paéora:
Henosas urpa «CobecenoBanue u TpyA0yCTPOUCTBOY.

Tema 4.
Oco6eHHOCTH TPYIOBBIX
OTHOIICHHH C MOJIOJIEKBIO.

TpynoycTpoilCTBO HECOBEPIIEHHOIETHHUX. JIbrOTHI 1715
HECOBEPIIEHHOJIETHHUX.

VYuebnslit 1oroBop. 3aTpathl Ha o0y4eHue. JIbroTe AJis
o0yyJaronmxcsi.

IIpoMe:kyTouHasi aTTecTALUS

OIl1. 02. TPABOBBIE OCHOBBI
MPO®ECCUOHAJIBHOM JTEATEJILbHOCTH -
KOHTPOJIbHasA padoTa

3.YCJIOBUSA PEAJIU3AIIMA ITIPOT'PAMMbBI OBIIENPO®ECCUHOHAJIBHON

JTUCIHUATLITAHBI

OI1. 02. TIPABOBBIE OCHOBBI TIPO®ECCHOHAJIBHOM JJEATEJIBHOCTH

3.1.

TpedoBaHus K MUHMMATbHOMY MaTepPHATbHO-TEXHUYECKOMY 00ecIeYeHH IO

Peanuzanms nporpaMmbl TUCHHUIIIIMHBL TpeGyeT HaJIM4ue y‘-ICGHOFO KaOuHeTa.

[Tocamounble MecTa MO KOJIMYECTBY O0yUaIOLIUXCS;

e  Pabouee MecTO yuuTens;

° KommiekT yueOHO-HATJISTHBIX TTOCOOUH TI0 TUCITUTIITNHE.
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3.2. UudopmanuonHoe odecrieyeHue 00yueHus

IlepeyeHb peKOMeHyeMbIX Y4eOHbIX U3IAHUI, HHTEPHET-PECYPCOB, 10MOJTHUTEIbHOMI
JINTepaTypbl
3.2.1. PekomeHayeMble MeYaTHbIE U3IAHUS:

1. TIpaBoBoe obecnieueHue npodeccuoHanbHOM aesTenpHocTy @ YueOnuk s CIIO / mox pen.
A.S. Kamyctuna. — 2-e u3n., nepepad. u gomn. — M. : UznarensctBo KOpaiit, 2019. — 382 c. —
Cepus : [IpodeccnonanpHoe 00pa3oBaHUE.

2. llesuenko O.A., CyneitmanoBa @.0., [llonus I'.B. KommenTapuit k TpymnoBoMy KOJEKCy
Poccutiickoit deneparuu (mocrateiinbiii). — 3-¢ uza. — M.: IIpocmekT, 2019.

3. Koucrurynus PO;
4. Tpynosoii konekc PO.

JlonoJHuTeIbHbIE HCTOYHUKH:
1. TIHIC KoncynpranT [Tmroc.

2. @enepanbhblii 3akoH 0T 27.07.2006 Ne 149-®3 (B pen. or 05.04.2013) «O6 unpopmaruy,
MH()OPMAIIMOHHBIX TEXHOJIOTHUAX U 0 3amute nHpopmanun» // C3 PO. — 2006.
HHTepHeT-pecypcehl AJIs yUUTEJsI:
- http://metod-kopilka.ru,
- http://school-collection.edu.ru/catalog/

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMSI
OBIIEINTPO®ECCHOHAJIBHOU JTNCHUIIJINHBI
OI1. 02. TIPABOBBIE OCHOBBI TIPO®ECCHOHAJILHOM JIEATEJIBHOCTH

4.1. KoHTpOJIb U OlIeHKA Pe3y/IbTaTOB 0CBOEHHs 001enpodeccHoHATBLHO JUCIUNINHBI

®opMbI U MeTObI KOHTPOJISI H OLEHKHU
PesynbTaTnl 00y4eHus P P

(0CBOEHHDBIE YMEHMNSI, yCBOCHHbIE 3HAHMSI) Pe3yJIbTaToB 00y IeHns

YMmenus:

Texkymuid KOHTpoib B (GoOpMe YCTHOTO U
MIMCBMEHHOTO OIIpoca.
[TpoMexyTOouHBII KOHTPOJIb B (hopme

O0ecneunBaTh COOITIONCHIE
3aKoHoJaTeLcTBa PO B

po¢eCCUOHATHHON IESITETEHOCTH N
KOHTPOJIbHON pabOTHI.

SHanug:

Texkymuid KOHTpodAb B (GoOpMe YCTHOTO U
MACBMEHHOTO OIpoca .
[TpomexyTOUHBINH KOHTPOJIb B (hopme

OCHOBBI KOHCTHTYILIHOHHOTO,

aJIMUHHMCTPATHBHOTO, TPAXIAHCKOTO,
YTOJIOBHOTO, TPY/I0BOTO MpaBa 5
PO eCCUOHATEHOM JEATENBHOCTH. KOHTPOITBHON paboTHI.



http://metod-kopilka.ru/
http://school-collection.edu.ru/catalog/
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IHpunoosicenue 3

K npozpamme npogeccuonanvHoil
n0020moeKu no npogeccuu
26353 «Cexkpemapb-mMamuHUCmMKa)

PABOYAS ITPOT'PAMMA
OBIIENNPO®ECCUOHAJIBHON JUCHUILJIUHBI

OI1.03. Be3onacHOCTD KU3HEACATEIHLHOCTH

1o npogeccuu 26353 «Cexkperapb-MaIIMHUCTKA»
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COJEPKAHUE

1. OBILIIAS XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMBI
OBILEITPO®ECCHUOHAJILHON JIUCLIUTIIMHBI

2. CTPYKTYPA U COJIEPYKAHUE OBIIEITPO®ECCUOHAJLHOI
JIICLATUIVHBL.

2. YCIJIOBUA PEAJIM3ALIMUN ITPOI'PAMMBI
OBILEITPO®ECCUOHAJIBHOM JIMCLIUIIINHBI.

4. KOHTPOJIb 1 OLIEHKA PE3VJIbTATOB OCBOEHUA
OBILEITPO®ECCUOHAJILHON JIUCLIATIIVHBI.
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1. OBIIASI XAPAKTEPUCTUKA PABOYEN ITPOI'PAMMBI
OBIIENPO®ECCUHOHAJIBHON TUCIATIINHBI
OI1.03. BEBOITACHOCTD KU3HEJAEATEJIBHOCTH

1.1. MecTo AUCHMIUIMHBI B CTPYKType OCHOBHOIl 00pa3oBaTe/IbHOI MPOrpamMMbl
npogeccuoHanbHoi moaroroBku: OIL.03. «be3zonacHOCTh KU3HEACATENHHOCTHY MPUHAIICKUT K
o0u1enpogecCUOHANbHBIM AUCHUTIIIHAM.

1.2. Heap u njiaHupyeMble pe3yJbTAThl 0CBOEHHS JUCHHUILINHBI:

OBITY;

- coOro1aTh TPeOOBaHMS
0€30MaCHOCTH TPYa;

- IPUMEHSTH IIEPBUYHBIC CPEJICTBA
MO’KAPOTYIICHUS.

Koa IIK, OK Yvennsa 3Hanus

OK 1-10 MpEeINPUHUMATH TPOPHIAKTHIECKUE - TpeboBaHUs K 00ecreueHuro

K 1.1-1.3 MepbI AJIsl CHUKEHUS] YPOBHS 0€301MacHOCTH TPyAa CEKpeTaps;

IIK 2.1-2.5 OITACHOCTH U WX IOCJICJICTBUH B - MepBI MTOKAPHOU OE30TTaCHOCTH H
poeCCHOHATILHOMN JIEATSILHOCTH U B npaBuia OE30MACHOTO IOBEICHUS

IIPYU ITOKapax.

2.

CTPYKTYPA U COAEP KAHHUE

OBIIENPO®ECCHOHAJIBHOM IUCIATIINHBI

OI1.03. BE3BOITACHOCTD )KXU3HEJAEATEJIBHOCTH

2.1. O6beM yueOHOI TMCHUNJIMHBI M BUbI y4eOHOH padoThl

Bup yueOHoit padoThl Oobvem uacos
Oos3aTesibHAsi ayAUTOPHAsi y4eOHasi HATPYy3Ka (Bcero) 4
B TOM YHCJIE:
e Teopus 4
® [IPaKTUYECKUE 3aHITUS -
Ilpomesicymounan ammecmayusn - KOHMPOAbHAA paboma

2.2. TemaTuveckuii NJIaH U cofepkaHue odmenpodeccuoHaabHoaucumInasl OI1.03
«be3onacHoOCTh KUSHECACATCJIbHOCTH»

HaunmenoBanue
pa3jae/ioB U TeM

Coaepixanue yueOHOro MaTepuasa, 1adoparopHblie padoThl U
NPAKTHYeCKHEe 3aHATHS

Tema 1.
be3zomacHocTs Tpyna

[IpaBuna BHyTpeHHero pacnopsaka B YK. CanurapHo-
TMTHEeHUYEeCKHe TpeOOBaHuUS.

TpeboBanust 6e30maCHOCTH Tpy/Aa; 3aekTpoOe3onacHocTh. [loxkapHas
0€30aCHOCTb.

Tema 2. Cpencrsa
3aIllIUThI

[IepBHuHBIE CpeACTBa MOKAPOTYILIEHNUS, TPABUJIA UX UCIOJIb30BAHMS.
IIpomexyrounas arrectanus OIL.03. «besonacHocTh
KH3HEAeATeJbHOCTI
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3. VCJIOBHUS PEAJIM3ALIMM TPOT PAMMBI OBIIENPO®ECCHAOHAJIBHOM
T CHATITAHBI
OI1.03 «<BE30ITACHOCTD KN3HEIESITEJILHOCTH»

3.1. TpeboBaHKusi K MUHUMAJIbHOMY MATEPHATbHO-TEXHUYECKOMY 00ecre4eHn 0
Peanuzanus nporpaMmbl TUCHMILIHHBI TpeOYyeT HaMU4YKHe yueOHOro KaOuHeTa.

O6opynoBanne yueOHOTO KaOMHETA:
e  [locagouHble MecTa IO KOJIMYECTBY OOYUArOIIUXCS;
e  PabGouee mecTo yuuTerns;
e  KomrmuiekT yueOHO-HATISTHBIX TIOCOOHH IO TUCIUILITHHE.

3.2. UndopmannonHoe odecrieueHue 00y4eHust
Ilepeyenb y4eOHBIX U31aHUI, HHTEPHET-PECYPCOB, 10MOJHUTEIbHOM JUTEPATYPbI

3.2.1. lleyaTHBIE H3AAHHUSA:

BumnsikoB f1.J[. besomacHocTs xku3HenestensHoctu: y4deOHuk nans CIIO. — 5-e wusn.,
nepepad. u gon. — M.: UzmarensctBo IOpaiit, 2021. — 416 c. Cepus: IIpodeccronansnoe
oOpasoBaHHeE.

e HHuTepHeT-pecypchl AJIs1 YUUTEJIA:

1. DnektpoHHbIi pecypc «Oxpana Tpyna». @opma nocryna: http://www.tehbez.ru/
2. DnexTpoHHBIN pecypc «Oxpana Tpyaa.py». @opma gocrymna: http://www.ohranatruda.ru/
3. http://metod-kopilka.ru,
4. http://school-collection.edu.ru/catalog/
4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA
OBIIEINNPO®ECCHOHAJIBHOU JTUCIIAITIJIMHBI
OI1.03 BE3OITACHOCTDb XKU3HEJAEATEJBHOCTHU
2.1. KoHTpoJib U o11eHKa pe3y/1bTATOB 0cBOeHUsl 001enpodeccHoOHATbHON I CUMIIJIMHBI
PesyabTaThi 0Byuenns ®opMbI U MeTOAbI KOHTPOJISI H OLEHKHU
pe3yJbTaTOB 00yUYeHUs
Ymenus:
- IpeANPUHUMATH NPOPHIAKTUYECKHE Texymuii KOHTposb B ¢GopMe YCTHOTO U
MEpBI AJIs1 CHU)KEHHS YPOBHS OMACHOCTH M | MMCbMEHHOT'0 OIpoca .
WX TOCJIENCTBUMN B podecCHOHaTbHON [TpoMexyTOUHBII KOHTPOJIb B hopMe
NeSITeIbHOCTH U B OBITY; KOHTPOJIbHON pabOTHI.
- cobmroaTh TpeOoBaHUs 0€30MMaCHOCTH
Tpyna,
- IPUMEHSTH IEPBUYHBIE CPEJICTBA
MOKapOTYIIECHUS.
3HaHuA:
- TpeGOBaHUs K 00ECTIEYEHUIO Texkymuii KoHTposb B ¢GopMe YCTHOTO H
0€30MMacHOCTH TpyAa CEKpeTaps; MUCHbMEHHOTO ompoca (TMpakTHYECKuX padoT,
- MEpBI OKaPHOK OE30MaCHOCTH U MIPABMIIA | CAMOCTOATEIBHBIX paboT | T.IL.).
0€30MacHOTO MOBEJCHHMS IIPU MOXKapax. [TpomexyTOUHBINH KOHTPOJIb B popme
KOHTPOJIbHOH paboThI.



http://www.tehbez.ru/
http://www.ohranatruda.ru/
http://metod-kopilka.ru/
http://school-collection.edu.ru/catalog/
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IHlpunoscenue 4

K npozpamme npogheccuonanvHou
no020moeKu no npogheccuu
26353 «Cexpemapb-mamuHuCmKa)

PABOYAS ITPOT'PAMMA
OBIIENPO®ECCUOHAJIBHON JUCHUILJINHBI

OI1.04. O6merexHoJIOrHYecKas MOAroTOBKA

no npogeccun 26353 «CekpeTapb-MAIITUHUCTKA»
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COJEPKAHUE
. OBLLASI XAPAKTEPUCTUKA PABOYEN [TPOI PAMMBI
OBLIEITPO®ECCUOHAJILHON JUCHUITINHDI

. CTPYKTYPA U COJEPXAHUE OBIIEITPO®ECCUOHAJILHOM
JUACHUIIIMHBI

. VCJIOBUS PEAJIM3ALIUY OBIIEITPO®ECCHUOHAJILHON JUCILIUITIMHBI

. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUI
OBLIENPO®ECCHUOHAJIBHOU JUCHUITIJINHBI
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1. OBIIAS XAPAKTEPUCTHKA PABO‘IEJI?'I ITPOI'PAMMBbI
OBIIEITPO®ECCHOHAJIBHOH JUCHUITVINHBI
«OIL.04. OBIIETEXHOJIOI'MYECKAS ITIOAT'OTOBKA»

1.1. Mecto AMCHMIUIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOWH HNPOrpaMMbl
npogeccuonaabHoi noaroroBku: OI1.04 «Ob6menpodeccnonanbHas MOATOTOBKAY MPUHAIICKUT
K 0011enpo(ecCHOHAIbHBIM AUCLHUILUINHAM.

1.2. Ileab ¥ IVIAHMPYeEMBbIe Pe3yJIbTAThl 0CBOCHHUS JHCIUIIIMHBI:

Ha npodunpHOM ypoBHE M3y4YeHHE TEXHOJOTMHM HAINPaBJIEHO HA JOCTH)KEHHE IHUPOKOrO
CIIEKTpa 1eJeH:

. OCBOCHME IOJIMTEXHUYECKMX M CIHEIHAJIbHBIX TEXHOJOTMYECKUX 3HAaHUI B BBIOPAaHHOM
HaNpaBICHUU TEXHOJOTMYECKOW MOJATrOTOBKH; 3HAHWH OO0 OCHOBHBIX OTpacisiX COBPEMEHHOTO
IIPOM3BOJICTBA M BEIYUIMX OTPACISIX MPOM3BOJCTBA B PETHMOHE; O COCTABIISIOIIMX MAapKETUHIa U
MEHEJ)KMEHTa B JEATEJIbHOCTH OpraHu3aluii; 00 HCIOJIb30BaHUM METOJO0B TBOPUYECKOU
JESITEeNbHOCTH JJISl pEIleHUs] TEXHOJIOTMYECKHUX 3aJad; O MNpodeccusix U CHElUaIbHOCTIX B
OCHOBHBIX OTpacisX NPOHM3BOJICTBA U CQephl yCIyr; O BOCTPEOOBAHHOCTH  CIEIHAIMCTOB
pasnuyHbIX Ipodeccuil Ha PErMOHAIBHOM pPBIHKE TpyJa; O IMJIAHUPOBAHUM IMPO(HECCHOHAIBbHON
Kapbepbl U MyTAX MOITYYEHUsI IPOECCHii;

. OBJIaJiecHue MpOo(ecCHOHAIBHBIMA YMEHHUSIMH B BbIOpaHHOH cdepe TeXHOJIOrn4ecKoil
NESTENIbHOCTH; YMEHUSMU INPUMEHSATh METOJbl MHJWBUIYAJbHOM M KOJIJIEKTUBHOM TBOpYECKOU
JeSITeIbHOCTH MpHU pa3paboTKe U CO3JaHUU MPOAYKTOB TPYZAa; COOTHOCUTH CBOM HaMepeHUs U
BO3MOYKHOCTH € TpeOOBaHMSAMHU K CIEIMATMCTaM COOTBETCTBYIONIMX MpodeccHii; HaXOIUTh WU
aHAJIM3UPOBATh UH(OPMALIMIO O BOCTPEOOBAHHOCTH CIIELMAIIMCTOB HA PErHOHAJIBHOM PhIHKE TPYa;
OTIPEIENIATH MYTH TOIy4YeHHs MPodhecCHOoHAIBHOTO 00pa30BaHus, TPYI0YCTPOHCTBA;

. pa3BUTHE KaYeCTB JIMYHOCTH, 3HAYMMBIX JJIs1 BBIOPAaHHOI'O HarpaBiieHUs MPo(hecCHOHAIbHOM
JESITeTbHOCTH; TBOPYECKOTO MBIIUICHHS; CIIOCOOHOCTH K CAMOCTOSITEIIHbHOMY IMOMCKY U PEUICHUIO
IIPaKTUYECKUX 3a]a4, PallMOHAIN3aTOPCKON JEATEIBHOCTH;

. BOCIUTAaHME WHUIMATUBHOCTH M TBOPUYECKOrO TMOAXOAAa K TPYJIOBOM JAESITEIbHOCTH;
TPYJOBOW M TEXHOJIOTMYECKOW AMCLUIUIMHBI, OTBETCTBEHHOI'O OTHOLIEHUS K IIPOLECCY H
pe3ynbTaraM TpyAa; yMeHus paboTaTb B KOJJIEKTUBE; KYyJbTYphl IOBEACHUSI HA PBIHKE TpyJaa U
00pa3oBaTeNbHBIX YCIIYT;

. (dbopMUpOBaHHE TOTOBHOCTH M CIIOCOOHOCTH K TIPOJOJDKEHHIO OOYy4YeHUs B CHCTEME
HENPEPBIBHOTO npogecCuoHaIbHOIO o0Opa3oBaHus; TPYZAOYCTPOMICTBY; YCHEIHON
CaMOCTOSITENIbHOM AESITebHOCTH Ha PbIHKE TPyJa U 00pa30BaTENbHBIX YCIYT, HEOOXOIUMBIX JUIsS
ObICTpOl MpodeccHoHaNbHON ajanTai B COBpEMEHHOM OOIIECTBE.

Kon
K,
OK

YMmenust 3Hanus

- HaXOAWTb HEOOXOAUMBIE
CBEJIEHMsI O TOBapax M ycCiIyrax,
WCTIONB3YS Pa3IUYHbIE HICTOYHUKH
nH(pOpMaIny;

- pacnpeaessTh 00SI3aHHOCTH MIPH
KOJIJIEKTUBHOM BBITIOJTHEHUHT
TPYJOBOIO 33JJaHHS;

- peuiaTb TEXHOJIOIT'MYCCKUEC
3aa4u ¢ IpUMCHCHUEM MCTO/10B
TBOp‘leCKOﬁ JACATCIIBHOCTH,

- OTpaciii COBPEMEHHOTO TIPOM3BOJACTBA H  Cepsl

YCIyr;

- BeAyUIUE IIPEANPUSATUS PETUOHA;

- TBOPYECKHE METOJbl PEUICHUS TEXHOJIOIMYECKUX
3a/1ad4;

- Ha3HA4YCHUE u CTpPYKTypa MapKETUHIOBOI

NESTeNbHOCTH Ha MPEeANPHUITHSAX;
- OCHOBHBIE (DYHKIIMH MEHEKMEHTA Ha PEATPHUITHH;
- OCHOBHBIE ()OPMBI OIUIATHI TPYAR;

- TOPSAJOK HaiiMa M YBOJIILHEHUS C pabOThI;

- CcoJiep)KaHHUe TpyJa yIpaBJIeHUECKOro epcoHana u
CHELUAINCTOB PACIPOCTPAHEHHBIX PO ECcChii;

- YCTONYMBOCTH KOHBIOHKTYPHI IO OT/I€THHBIM BHIaM
pabot u npodeccuii Ha PErHOHATBLHOM PBIHKE TPY/1a;
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yCuyr;

- HaXOJWTh HEOOXOAUMYIO -
MH(GOPMAITUIO O PETHOHATBHOM
PBIHKE TpyZAa U 00pa3oBaTENbHBIX -

- YTOYHSTH U KOPPEKTHPOBATH
po¢eCCHOHANTLHBIC HAMEPCHHMS.

UCTOYHUKM  MH(pOpMALMKM O  BaKaHCHAX Ui
npodeccroHaIbHOr0 00pa30BaHuUs U TPYI0yCTPONUCTBA;
MYTH NOJIY4YeHUs TPOPEecCHOHAIEHOTO 00pa30BaHus U
TPYOYCTpPOUCTBA.

2. CTPYKTYPA U COJAEPXKAHUE PABOYEN ITPOT'PAMMBI

OI1.04. < OBIIETEXHOJIOI'MYECKASA IIOAT'OTOBKA»

2.1. O6beM TUCHUIIMHBI H BUAbI Y4eOHOI padoThl

Bup y4eOHoii padoThI O0BbeM yacoB

O0bem 00pa3oBaTe/IbHON MPOrPaMMBbI 66
B TOM YHCJIE:

TEOPETUUECKOE O0yUEHHE 19
IPAKTUYECKHUE 3aHATUS 46
IIpoMeskyTOUHasi aTTeCTAllMs — KOHTPOJIbHAS paboTa 1

2.2. TemaTuyecKuii IJIaH U coep:kaHue odmenpodeccnoHaabHoi (ucuumiannbl OI1.04.

«OBHIETEXHOJIOTHYECKASA IOAI'OTOBKA»

34 4, (10 1./24 np.)

HaunmenoBanue
pa3jaesioB U TeM

Conep:xanue yueOHOro MaTepualia, JadopaTopHbie padoThl U
NPaAKTHYEeCKUE 3aHATHUS

Paspnen 1. Opranuszanusi npou3BoCTBA

Tema 1.1. Cdepsl mpodeccuoHanbHOM  AEATENBHOCTU: cdepa mamepuaibHo2o
Crtpykrypa npouzeoocmea u Henpouzgoocmeennas cgepa. IlpencraBienue 006
COBPEMEHHOI0 OpraHu3alliil  TPOU3BOJCTBA:  cghepbl  NMpouzeoocmeda,  Ompaciu,
NMPOM3BOJACTBA 00beOuHeHUsl, KOMNIEKCbl U npeonpuamus. Buovl npednpusmuti u ux
00vedunenuii. Popmuvl pykosoocmea npeonpusimusimu.
OTpacnu TpOU3BOJACTBA, 3aHMMAIOLIUE BEAyllee MECTO B pPErHOHeE.
Xapaxmepucmuku maccosvix npogpeccuii cghepvl npoussoocmea u cepguca
6 Eounom mapugHo-KeanupukayuoHHoM CnpagoyHuxke pabom u
npogheccui (ETKC).
IIpodeccuonanbHas crnienuanuzanus 1 npopeccuoHalbHasi MOOMIIBHOCTb.
Ponb 0bpasosanus 6 pacwupenuu npogheccuonanrbHot MobUIbHOCMU.
IIpakTnyeckune padoTsl
Cocmasnenue cxemvbl CmpyKmypol npeoOnpusimusl U Op2aHo8 YnpasieHusl.
Ananuz gpopm pasoenenus mpyoa 8 OpeaHu3ayuu.
Ananusz mpebosanuii kK 06paz06amenbHOMy YPOSHIO U K8ANUDUKAYUU
PAbOMHUKOB.
Tema 1.2. B3auMoBnusHuE YpOBHS pa3BUTUSI HAYKU, TEXHUKH U TEXHOJIOTHUH U PHIHKA
CoBpemennbie TOBAapOB U YCIYT. Aémomamusayus u pobomuzayus npouzeo0CmeeHHbIX
TEXHOJO0I'nu npoyeccos.
MaTepHATLHOTO CoBpeMeHHbIE TEXHOJIOTHH chepbl OBITOBOTO 00CTYKUBAHHUS.
:g::;:;’icma’ BospacTtanue ponu MHQOPMALIMOHHBIX TEXHOJIOTUH.

cOIMANBHOM cepsnl

I[IpakTnyeckue padoTnl

Iloocomoeka pexkomenoayuii no 6HeOPEeHUr0 HOBLIX MEXHONoU U
060py0osanus 6 domauiHem Xo3sicmee

Iloocomoeka pexomenOayuti no 6HEOPEHUIO HOBbIX MEXHONO2UU U
000pY008aHUSA HA KOHKPEMHOM pabouem mecme Uiu npou300CMeEeHHOM




33

yuacmke.

Tema 1.3.
HopMmuposanue u
oIJ1aTa TPyaa

OCHOBHBIE HaIPABJICHHSI HOPMUPOBAHUS TPY/Ia B COOTBETCTBHU C TEXHOJIOTHEH
U TPYIOEMKOCTBIO TIPOIIECCOB MTPOU3BOJICTBA: HOpMA MpPYOd, HOPMA BPEMEHU,
HOpMa 8bIpabOmKU, HOPMA BPEMEHU OOCIYHCUBAHUSA, HOPMA YUCTIEHHOCTU,
HOpMA YNpaeisieMocmu, mexHu4ecku 0O0CHOBAHHASL HOPMAL.

3aBUCUMOCTh (OPMBI OIUIATHI TPyAa OT BUAA MPEANPUSTHS U (HOPMBI
COOCTBEHHOCTH Ha CpPE/ICTBA MPOU3BOACTBA. KoHmpaxkmHule (popmbl HAlMa u
oniamel mpyoa.

IIpakTuyeckue padoTpl

Conocmasnenue 00CmMouHcme u HedOCMAamMKO8 PA3IUYHbIX POPM ONAAMbL
mpyoa.

Onpedenenue npeumyujeCmeeHHvlx oobaacmel NPUMEHEHUS PAa3IUYHbIX
@opm onramuvl mpyoa.

Tema 1.4. Hayunas
opraHu3anus Tpyaa

CocraBisromnme KyJIbTyPbl TPYIA: HAYYHAS OpeaHu3ayus mpyoa, mpyoosas u
mexHonocuueckas OuCyuniIuHa, 6e3onacHocms mpyoa U Ccpeocmed
obecneuenus, acmemurxa mpyoa. llpogheccuonanvnas smuxa. O0IIUE HOPMBI
podeccuoHaIbHOM TUKH.

IIpakTyeckue padoTnl

Ilpoexmuposanue cogpementozo pabouezo mecma

Tema 1.5.
IIpousBoacTBo u
OKpY:Kawuas cpeaa

OCHOBHbBIE HCTOYHUKY 3arps3HEeHUs1 aTMochepbl, MOYBkI ¥ BoJbl. CpeacTBa u
METO/IbI OLIEHKHU 3KOJIOTMYECKOTO COCTOSIHUS OKPY’KaIOILEH CpeIbl.
IIpakTHyeckue padoThl

Buiasnenue ucmounuxos 3Konocuueck020 3acpsA3HeHuUs  OKpydcaroujel
cpeoul.

Pa3nen 2. UnHoBauuu B npodeccHoOHATbHOI 1esiTeTbHOCTH

Tema 2.1.
HNHTyuTHBHBIE U
AJIrOPUTMHUYECKHE
METOJbI MIOHCKA
pelneHui

[ToHsiTHE O ICUXOJIOTMHU TBOPUYECKOM AEATEIBHOCTH. Boibop yeneti 8 nouckosoti
oesamenbHOCMuU.  3HaueHue 2mana NOCMAHOBKU 3a0ayu. THUIOBbIE
ABPUCTHUYECKHUE MIPUEMBI PEILIEHUS TPAKTUUECKHX 3a/1a4.

IIpakTnyeckune padoTsl

Ilpumenenue UHMYUMUBHBIX U  AICOPUMMUYECKUX MEMOO08 NOUCKA
peweHuli 0N  HAXOMCOeHUs  PA3IUYHbIX  8APUAHMOE  BbINOJIHAEMbIX
npoexmos.- 1 u.

Pasnen 3. IIpogeccuonaibHOe caMoonpeae/ieHie i Kapbepa

Tema 3.1. U3yuenne
PbIHKA TPyAA,
npodeccuii u

Crioco0Ob! M3yueHus ppIHKa TPy/ia ¥ MPOQecCHii: KOHbIOHKTYpa pbIHKa Tpy/ia U
npodeccuid, crpoc U MpeUIoKeHus: paboTofareneid Ha pa3InYHbIE BU[IbI
npoeccnoHaIbHOTO TPY/Ia, CPEICTBA MOTyYeHUSI MHPOPMAIMU O PhIHKE TpyJa

Npo¢ecCHOHATIBHOIO | M MyTAX NpodeccuoHanbHOro obpa3oBanus. Buasl u Gopmbl momydeHus
o0pa3zoBaHus npodeccuoHaIbHOT0 00pa30BaHMsI.
IIpakTnyeckune padoTsl
H3yuenue pecuonanvHozo pvlHka mpyoa u npogheccuii u
npogheccuoHanbHo20 00pa306aHusl.
3Hakomcmeo ¢ yenmpamu npoGKOHCYIbMAYUOHHOU NOMOUYU.
Tema 3.2. Ilymu nonyuenus oopazosanus, npogheccuoHanbHo20 U crysHcebHo20 pocma.
IMnanupoBanue Xapaktep nOpodeccHOoHaTbHOrO 00pa3oBaHUs M NpodeccuoHaIbHAs
npodgeccHOHAIBHOM MOOWJILHOCTD.
Kapbepbl IIpakTnyeckune padoTsl

Conocmasnenue npogeccuonanrbHuIX NIAH0E ¢ COCMOAHUEM 300PO0GbA,
06pazosamenbHbIM HOMEHYUANOM, TUYHOCHHBIMU OCOOEHHOCHIAMU.
Iloozomoeka pe3tome u popmbl camonpeseHmayuu.

KonTtpoabsHnas padora «Opranusanusi npou3BoACTBA - T.
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32 4. (9 1./23 np.)

HauMenoBanue
pa3aesioB U TeM

Conep:xxanue yue0OHOro MaTepuaJa, 1adopaTopHbie padoThbl U
NPaAKTHYEeCKHE 3aHATHUS

Pa3nen 2. UuHoBamuu B npoghecCHOHAIbLHOM J1esITeJIbHOCTH

Tema 2.1.
IIpoexTUpOBaHME B

OcHoBHBIC CTauu IMPOCKTUPOBAHUA TCXHUICCKUX O00BEKTOB: MexHUYecKoe
3a0aHue, mexHu4deckoe npedﬂowceHue, ICKU3HbIU npoexkm, MexHu4ecKull

npogeccuoHANbHOI | npoexm, paboyas 0OKyMeHmayus.
AesiTeJIbHOCTH IIpakTuyeckue padoThl
Onpeoenenue 803MONCHBIX HANPABIEHUL UHHOBAYUOHHOLL OesIMEeIbHOCMU 8
pamkax oopazoeamenbHO20 YUpeHcOeHUs UIU NPeOnpuUsmus uiu OJis
Y0081emMBOPeHUs COOCNEEHHBIX NOMPeOHOCMell.
Tema 2.2, Meroapl cOopa u cucTeMaTu3aluu WHGOPMAUK. Mcmounuxku HayuyHou u
Hudopmaumonnoe | mexuuueckoii ungpopmayuu. Oyenxa 0ocmosepHocmu uHGopMayuu.
obecneueHue Hcnonb3oBaHne MapKETUHIOBBIX HCCIIEIOBAHUN JUISl U3YYEHMUS CIIpOca U
npomecca MOTPEOUTENBCKIX KAa4YeCTB pa3padaThIBAEMOro MpOAyKTa. buznec nian —
NPOEKTHPOBAHUS | KaK (hopMa IKOHOMUUECKO20 0OOCHOBAHUSI NPOCKMA.
IIpakTnyeckue padoTnl
Paspabomxa mpebosanuii k 06vexmy npoeKmuposaHusl.
IIposedenue mapkemunzo8vix Onpocos u ankemupogarus. Mooenuposanue
00beKmMos.
Tema 2.3. Bupl HOpMaTHBHON TOKYMEHTALMH, HCIIOIB3YEMOM IIPY IPOESKTUPOBAHUM.
HopmarusHble CocraB IPOEKTHOM JJOKYMEHTALIUH.
AOKYMEHTRI H HX IpakTH4eckne padoTbl
flg?):;lanpOBaﬂnn. Onpedenenue mpeboGanHulli. U  O02PAHUYEHUN,  HAKIAOLIBAEMbIX  Hd
TpoekThas npeonazaemoe peuieHue HOpMamusHbLMU OOKYMeHMAaMU.
AJOKYMEHTALUsA
Tema 2.4. OyHKIMOHATBHO-CTOUMOCTHON aHann3 (PCA) Kak KOMITJIEKCHBIM METOJ
@OYHKUMOHAJIBHO- | TeXHHYEcKoro TBopuectsa. Llenu u 3amaun OCA.
CTOMMOCTHOI IIpakTHyeckue padoThI
aHaJIn3 Ilpumenenue snemeHmos QyHKYUOHATbHO-CIOUMOCIMHO20 AHAAU3A OJs
HAXO0JCOeHUsI  PA3IUYHBIX — 8APUAHMOE  MOOEPHU3AYUU  BbINYCKAEMOU
npeonpusmuem npoOYKYuu Ul OKA3bI8AEMOU opeanuzayuel yciyeu
(npoexmos)
Tema 2.5. [lepcriekTUBBI pa3BUTHSI HAYKH U TEXHUKU. Mcmopus pazeumus mexHuku ¢
OcHoBHbBIE MOYKU 3PeHUsl 3aKOHO8 PA3BUMUS MEXHUYEeCKUX cucmem (Ha KOHKPemHbuIX
3aKOHOMEPHOCTH | npumepax).
pa3BUTHSA IIpakTHYeckue padoThI
HCKYCCTBEHHBIX Ynpaswicnenus no noucky npumepoé nposignenus 3akoHomMepHocmel
cucTemM PA38UMUSA UCKYCCMBEHHBIX CUCMeM (mo8apos u yciye) u onpeoeieHus

Hanpaeﬂeuuﬁ UX CO6EPUIEHCMBOBAHUAL.
Onucanue ceolicma HOB8020 NOKOJIEHUA
3aKOHOM€pHOC‘me1/7 ux paseumusi.

cucmem C yuemom

Tema 2.6. 3amura

HHTEJIEKTYAJIbHOMI

COOCTBEHHOCTH

IloHATHE WMHTENNEKTYalbHOM COOCTBEHHOCTH. 3awyuma aemopcKux npas.
Hayunonui u mexnuueckuii omuemsl. PallMOHAIM3aTOPCKOE IPENTIOKEHUE.
Cywnocmv namenmmou 3auwumsl pazpabomox. omxkpeimue u usobpemenue,
NPOMbIULIEHHbII 00pasey u noaesHdas mooenb. Pecucmpayus moseapHbix
3HAKO8 U 3HAKA OOCIYIHCUBAHUSL.

IIpakTHyeckue padoThbI
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Paspabomxa paznuuneix gpopm 3auumol nPOEKMHBIX NPEOIONHCEHUL
(me3ucevl 00K1A008, KpamKue cooOUeHUs, 3aa6KU HA NONE3HYI0 MOOeb Ul
NpOMbLULLIEHHBLI 00pasel,).

Tema 2.7. Ananu3 u | Memoowvl oyenku Kavecmea MamepuaibHo20 00bekma uiu yciyeu,

npe3eHTalus MEXHON02UYECKO20 Npoyecca U pe3yibmamos npoeKmHo 0esmenbHOCHU.

pe3yJbTaToB Oxcnepmuas oyenxa. Ilposedenue ucnsimanuii Mooenu uiu 0o6vekma.

NPOEKTHOM Mertoap! noiaun HHPOPMAITUH MTPU MPE3ESHTALINH.

AesITeJIbHOCTH Onpeoenenue yeneti npezenmayuu. Bwibop ¢opmul  npeszenmayuu.
Ocobennocmu socnpusimusi 6epOAIbHOL U BU3YATLHOU UHDOPpMAYUU
IIpakTuyeckue padoTbl

Iloocomoeka paznuyHvlx popm npezenmayuu pe3yabmamos coo6CmeeHHol
NPOEKMHOU OesimeNbHOCHU.

Iloocomoeka niana ananusa coOCmeeHHOU NPOEKMHOU 0esamenbHOCU.
Komnvromepuas npesenmayus

Tema 2.8. O6mee mnonstue o Mapketunre. Ilenn mapketunra. OCHOBHBIE
IIponBu:kenue COCTaBJISIIOLIME KOMIUIEKCAa MAapKeTHHIa: moeap, yeHda, Memoobl
NPOAYKIIUM HA PACNPOCMPAaHeHUst, Memoobl CIMUMYIUPOBAHUS CObLIMA.

poiHKe ToBapoB U | Cmpykmypa u Xapaxmepucmuku cOCmagisaouux MapKkemun208020 YuKid.
ycJayr Cpedcmea npoosusicenuss mosapa: 6blCMAGKU, 8bICMASKU - NPOOAdXCU,

ApMApKy,  pexkiama. Pexnama  xax  cneyuguuecxoe  cpedcmeo
KommyHuxayuu. Cmunb, moH, cio6a u popma obpawjenus é pexiame.
OcHognble 8U0bl Cpedcms pacnpoCmpaneHus peKkiambl.

I[MpakTnyeckune padoThHI

Buvioenums ceamenm pulHka 01 KOHKpemHo20 npooyKma.

Cocmasumu ankemy Olsi ONPoca no 6blOPAHHOMY HANPAGIEHUIO.
Iloozomosums cyenapuil UHMEPBbIO C NOKYNamenem no Kakomy-iubo euoy
npoodykmos. Cpagrume Kauecmeo pasiudHblx 6UO0E PEKIambl.
Konmponvnaa paboma « Uunoeayuu 6 npogheccuonanvhoi
oesamenbHOCHmuy

IIpomexyrounas arrectauus — OI1.04 «O0merexHosoruueckas
MOATOTOBKA»

3. YCJIOBUS PEAJIM3AIIUU PABOYEN TIPOT'PAMMBI
OBIIENMPO®ECCUOHAJILHON JJUCHUTJIUHBI
3.1. Tpe6oBaHUSI K MUHUMAJIBLHOMY MATEPHATbHO-TEXHUYECKOMY 00ecrieyeHHI0
Peanu3anus nporpaMMbl TUCHUILUIMHBI TpeOyeT HaIMYue yueOHOro kaOnHera.
O06opynoBaHue yueOHOro KabuHeTa:
- [I0CaJI0YHbIE MECTA 10 KOJMYECTBY 00yYaIOIIUXCsl; paboyee MECTO YUUTES;
- 3JIEKTPOHHBIE CUCTEMBI 00yUeHHsI (KOMITbIOTEP/HOYTOYK);
- KOMIUIEKT y4eOHO-METOINYECKUX MaTepraIoB U MOcoOuit

3.2. NudopmannoHHOe 00ecniedeHUue 00yUeHHU s
Ilepeyennb pekoMeHAyeMBbIX Y4eOHBIX H31aHUI, HHTEPHET-PecypcoB, A0NOJHUTEIbHOM
JINTepaTypbl
3.2.1. UcTOYHUKH:
OCHOBHOE NT€YaTHOE U3AAHUE:

1. Cumonenko, B.J[. Texuomorums: 10-11 xmaccel (6a30BbIi ypoBeHb) / y4eOHUK st
yuamuxcs obmeo0paszoBatenbHbix yupexaenuit// B.Jl. Cumonenko, O.I1. Ounnun, H.B. Matsm u
ap. — M.: Benra-I'pag. — 2020. -208 c.

JlonoTHUTEIbHBIE HCTOYHUKH:

1. SxosneBa, H.®D. IIpoexkTHas JesATENbHOCTH B O00pPa30BATEIBHOM YUPEXKJIECHUU

[DnexTpoHHBIH pecypc]: y 4 e 6 . mocobue. — 2-e u3a., crep. — M.: ®JIMHTA, 2019. - 144c.
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e HHuTepHeT-pecypcehl I YUUTEIS:

1.

dopma pocryma: https://www.labirint.ru/books/280773/
4. KOHTPOJIb U OLUEHKA PE3YJIbTATOB OCBOEHUS

OBIIENNPO®ECCHOHAJBHOM JTUCIHATLIAHBI

DrexkTpoHHbIii pecype «Jlabupunt» / Meroanueckue pekomenmarun/H.B. MaTs. -

(DOI)MI)I U METOAbI

Koo IIK, Pesy/IbTaThi 0GyueHHs KOHTPOJISI M OLEHKH
OK pe3yJIbTaToB
o0y4eHuns
Ymenus: Texymuit
- HaxoIUuTb HCO6XOI[I/IMBIC CBCACHHUA O TOBapax u ycCiiyrax, KOHTPOJIb B
UCIIOJIB3Ys Pa3IMYHbIC UCTOYHUKN UHPOPMAITUY; dhopme ycTHOTO U
- pacnpcacisiTb 00s13aHHOCTH IIpH KOJIJICKTHBHOM BbIIIOJIHCHUH IINCBMCHHOT'O
TPYAOBOT'O 3aaHUA; oIrpoca.
- pfIIaTb TCXHOJOIHYCCKHEC 3aa4r C IPUMCHCHUEM MCTOI0OB HpOMe)KYTO‘-IHI)If/'I
TBOpquKOﬁ ACATCIIBHOCTH, KOHTpPOJIb B
- INUIAHUPOBATh U OPTaHU30BbIBATH IIPOCKTHYIO ACATCIIBHOCTL U q)OpMC
MIPOILIECC TPY/Ia; KOHTPOJIbHOM
- HAXOJHTh HEOOXOIUMYIO HH()OPMAIIUIO O PETUOHATTLHOM paboTHI.

PBIHKE Tpyda U O6pa30BaTeJ'ILHI>IX YCIyT,

YTOUYHSTh U KOPPEKTUPOBATH NPO(ECCUOHATIbHBIE HAMEPEHMUS.

3Hanud:

OTpaciii COBPEMEHHOTO MTPOU3BOJICTBA U CHEPHI YCIYT;
BEyIIUE MPEATNPUATUS PETHOHA;

TBOPYCCKUEC MCTOAbI pCIICHUA TEXHOJIOTHYCCKUX 3aa4;
Ha3HA4YCHHUEC U CTPYKTYypa MapKeTHHFOBOﬁ JCATCIIBHOCTHU HaA
NPEIIPUATUAX;

OCHOBHBIE (DYHKIIUU MEHEJKMEHTA Ha MPEeANPUITHH;
OCHOBHBIE ()OpPMBI OIUIATHI TPY/A;

MOPSAIOK HaliMa M YBOJIbHEHUS C pabOTHI;

cojiepKaHue TPy/1a YIPaBIEHUECKOTO IepCoHaa 1
CTIEIMAIMCTOB PACIIPOCTPAHEHHBIX Mpodeccuii;
YCTOWYMBOCTh KOHBIOHKTYPHI MO OT/IEIHHBIM BHIaM padoT U
npodeccuii Ha perioHaIbHOM PBIHKE TPYAa;

NCTOYHUKU I/IH(l)OpMaHI/II/I O BAKaHCUAX IHJIA
npo¢ecCuOHAIBHOTO 00pa30BaHMS U TPYAOYCTPONCTBA;
MyTH MOJy4YEHUs MPOPECCHOHATIBHOTO 00pa30BaHUS U
TPYAOYCTPOMCTBA.



https://www.labirint.ru/books/280773/
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Ipunoosicenue 5

K npozpamme npogheccuonanvHou
no02omoeKu no npogheccuu

26353 «Cexkpemapb-mMamuHUCmMKa)

PABOYAS ITIPOT'PAMMAIIPO®ECCHOHAJLHOTO
MOJYJIS

IIM.01. UHpopManinOHHO-TOKYMEHTAIIMOHHAS 1eATEIbHOCTD
1o npogeccun 26353 «CekpeTapb-MalIMHUCTKA»
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COJEPXXAHUE

1. OBLIAS XAPAKTEPMCTUKA PABOYEN I[TPOI'PAMMBI
[TPOPECCHUOHAJIBHOI'O MOAYJIA

2. CTPYKTYPA U COJEPYKAHUE ITPOTPAMMBI [TPO®ECCHUOHAJILHOT'O
MOV IS

3. YCJIOBUS PEAJTU3ALIAN TTPOTPAMMBI ITPO®ECCHUOHAJILHOT'O
MOJVJIS

4. KOHTPOJIb 1 OLEHKA PE3YJIbTATOB OCBOEHU OCHOBHOI1
OBPA30BATEJIbBHOU ITPOTPAMMBI ITPO®ECCHOHAJIBHOTI'O
MoAYJIA (BUAA ITPOPECCUOHAJIBHOU JEATEJIBHOCTH).
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1. OBIIASI XAPAKTEPUCTKA PABOYEM TPOI'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIAA

IIM. 01. ”THOOPMALIMNOHHO-JOKYMEHTALHNOHHASA JEATEJIBHOCTbD

1.1

Leab un niaHupyemble pe3y/ibTAThl 0CBOEHHS NMPO¢ecCHOHATBHOI0 MOAYJIA

B pesynbrare n3yuenus npohecCHOHaILHOTO0 MOAYIISI 00yYaromuiics JOHKEH OCBOUTD

OCHOBHOM

BUJ TPOPECCHOHATHHON JEATEIHbHOCTH HH(OPMALHOHHO-TOKYMEHTAIIHOHHAS

ACATECJIBbHOCTb U COOTBCTCTBYIOIIHUE EMY HpO(l)eCCI/IOHaJ'IBHBIe u O6I.HI/I€ KOMIICTCHIIUN .

1.1.1. TlepeueHp OOmMUX KOMIETEHITUN
Koxa HanmeHoBaHHe 00IIUX KOMIIETEHITH I

OK 1. | [loHnmaTh CymHOCTb U COLMANBHYIO 3HAYMMOCTh CBOEH Oy aymei npodeccuu,
IPOSIBJISITH K HEW yCTOMYMBBINA HHTEpEC.

OpraHu3oBbIBaTh COOCTBEHHYIO AEATEIbHOCTb, UCXO/S U3 LIETIH U

OK 2. CIIOCOOOB €€ TOCTUIKEHUS, OTPEICTICHHBIX PYKOBOIUTEIIEM.

AnanuzupoBaTh pabouyro CUTYalHI0, OCYIECTBIATh TEKYILUH U UTOTOBBII KOHTPOJIb,

OK 3. OLIEHKY U KOPPEKIHIO COOCTBEHHOM /1€ TeIbHOCTH, HECTU OTBETCTBEHHOCTD 32
pe3yJIbTaThl CBOEH pabOoTHI.

OK 4. | OcymecTBaaTh nouck HHGOpManuK, He0OXO0AUMOM 171 5P (HEKTHBHOTO BBHIIOIHEHHS
npodeccHOHATIBHBIX 3aay.

OK 5. | Ucnomb3oBanne nHGOPMalMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHH B
poheCCHOHATTLHON 1A TETLHOCTH.

OK 6. | Paborats B KOMane, 5pYexTHBHO 00MATHCS ¢ KOJIEraMu, PyKOBOJICTBOM,
KJINEHTaMH.

OK 7. | VAcnONHATE BOMHCKYIO 00S3aHHOCTB, B TOM YHCJIE C IPMMEHEHHEM MOTyYEHHBIX
npodeccnoHaNbHbIX 3HaHUH (11 FOHOLIEH ).

OK 8. | Cobnrogars 1enoBOM STUKET, KYIETYPY U ICUXOJIOTMYECKUE OCHOBEI OOILECHUS, HOPMBI
Y TIpaBUJIA TIOBEJCHUS: UCIIOJIb30BaTh METO/IbI U CPEJICTBA JIETIOBOTO OOIIEHHUS.
CaMocCTOsATENBHO ONPEAEATh 33/1a4i NPOPECCHOHATBHOTO U JINYHOCTHOTO Pa3BUTHUA,

OK9. | sauumarses caMo00pa3oBaHUEM, OCO3HAHHO IUIAHUPOBAThH MOBBIIIEHNE
KBaTM(UKAIIH.

OK 10. | Cobmonars TpebOBaHMs OE30MACHOCTH TPYAA, OKAPHOI OE30MIACHOCTH, CAHUTAPHU U
TUTHUEHBI, OXpaHbl TPY/a.
1.1.2. Tlepeuenp mpodecCHOHATBLHBIX KOMITETSHITHNA
Kox HanmeHnoBaHue npogeccuoHAJIbLHBIX KOMIIETEHI U
CocTaBisTh, peIaKTUPOBATH U OPOPMIISTH OPTaHU3ALOHHO-PACTIOPSIUTENBHYIO
IIK 1.1. | AOKyMEHTAIHIO, CO3AaBaEMYI0 B OpPraHU3allUH, COTIACHO TPEOOBAHUAM
['ocynapcrennbix cranaaptoB (I'OCT) no odopmieHnto TOKyMEHTOB €
VICTII0JIb30BAHUEM COBPEMEHHBIX BUJIOB OPraHU3AIlIIOHHON TEXHHUKH.
[IK 1.2. | Oprann3oBeIBaTh JOKYMEHTOOOOPOT B OPraHU3aLUK C UCIIOIE30BAHUEM COBPEMEHHBIX
BHJIOB OpraHU3allMOHHON TEXHUKHU.
CoctaBisaTh 1 0QOPMIIATH HOMEHKIIATYPY el OpraHu3anuu, (GopMUpOBaTh Jena B
IIK 1.3. | COOTBETCTBHH C YTBEPXKAEHHON HOMEHKJIATYpOH, 00€CIIeunBaTh UX COXPAHHOCTD B
TEKYyIIEM JEJI0NPOU3BOCTBE C UCIIOIb30BAaHUEM COBPEMEHHBIX BUIIOB
OpPraHU3aI[MOHHOMN TEXHHKHU.
IIK 1.4. | OcymiecTBiasaTh NOATOTOBKY A€ K IEpeadye Ha apXUBHOE XPAHEHHUE.
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[IK 1.5. | BeImoaHATh MalTuHOMMCHBIE PA0OTHI PA3TUYHON CTETICHU CIIOKHOCTH.

B pesynbraTte ocBoeHUs IpodecCHOHATBHOTO MOAYJIs 00yUaroIuiics 10/DKEH:

HMeTh
NPaKTHYEeCKUM
ONBIT:

- nH(pOPMAIMOHHO-TOKYMEHTAIIUOHHOTO  O0ECIeUeHUs]  yIpaBJICHUECKON
TEATEIILHOCTH B CTPYKTYPE OpraHH3aIiH;

- HCHOJIb30BaHMS MH(OOPMALMOHHBIX TEXHOJIOTHH U CPECTB OPTTEXHUKH B
JOKYMEHTAITMOHHOM O00OECIIEYCHNH yIPABICHUS;

yMeThb:

- I10JIb30BaTbCA HOPMAaTUBHO-MCTOJUYICCKUMU AOKYMCHTaMU 110
JOKYMEHTALMOHHOMY 00ECIICUCHHIO YIIPaBIICHHS;

- OpraHM30BBIBaThb PabOTy CIYXOBl JOKYMEHTAIlMOHHOTO OOeCTeYeHHs
yIpaBJICHUS;

- KOHCTPYHPOBATh PAa3IMYHBIC BUJIBI OJIAHKOB CITYKEOHBIX JIOKYMEHTOB;

- COCTaBJIATD, PEAAKTUPOBATDH n O(l)OpMJI?ITI) OpraHnu3alMOHHO-
PacCiopAAUTCIIbHBIC JOKYMCHTBI OpraHU3aluu,

- BeCTH paldoTy ¢ JOKyMEHTaMH (IKCIEIULIUOHHYI0 00paboTKy, peTUCTPALHIO,
KOHTPOJIb HCIIOJTHEHHS, CIIPAaBOYHO-UH(POPMALIMOHHYIO paboTy);

- COCTaBIIATH ¥ 0()OPMIISITH HOMEHKIIATYPY /1€ OPTaHU3aIIH;

- (hopMHPOBATH JIeJ1a B COOTBETCTBUU C HOMEHKIJIATYPOH 1€,

- IIPOBOJIUTE TEKYIIIEE XPaHEHUE JOKYMEHTOB;

- IOJIrOTABJIMBATH JIeJia K [epeiaye Ha apXUBHOE XPaHEHHE;

- WUCIONB30BaTh  OPraHU3AIMOHHYIO TEXHUKY B  MpodeccnoHaIbHON
NeSITeTbHOCTH;

- IOJIb30BAThCsl TEPMUHOJIOTUEH JICTIOBOM peuH;

- MPaBWIBHO YHOTPEOJIATh KOPPEKTYPHBIE 3HAKU B XOJI€ MPABKU O(PHUIINAIBEHO-
ACJIOBBIX TEKCTOB, PCAAKTHUPOBATH C.]'Iy}Ke6HBIe AOKYMCHTEI,

- IOATOTAaBJIMBATHL JJOKYMCHTBI pastquﬁ CTCIICHU CJIOKHOCTH,

- HCIIOJIB30BaTh I/IH(l)OpMaIII/IOHHI)IG TCXHOJIOTHUHU IIPU JOKYMCHTUPOBAHHUU U
OpraHu3aiuu paboTsl C JOKYMEHTaMU;

- oOecrieunBaTh Ka4eCTBO BBIIIOJIHIEMbIX paboT.

3HATb:

- TEPMUHOJIOTHIO JIEJIONIPOU3BOICTBA;
- HOPMAaTHUBHO-METOJMYECKHUE  JOKYMEHThl 1O  JOKYMEHTAallHOHHOMY
00ecCneueHnI0 yIpaBIeHHUs;

- TpeOoBaHMS K OpraHu3aluu  HMH(OPMALMOHHO-IOKYMEHTAIIMOHHOTO
00CITy)KUBaHMUS;

- KJIJaCCU(PMKALIMIO CITY>KEOHBIX JOKYMEHTOB;

- eIuHble TpeOOBaHUA U MpaBuiia 0HOPMIICHHUS JOKYMEHTOB B COOTBETCTBUU C
I'OCT;

- BHUJBI M COCTaB OJIAHKOB CITY’KEOHBIX JIOKYMEHTOB, TPEOOBAaHUS K HMX
KOHCTPYUPOBAHUIO;

- o0ure TpeOOBaHUS K COACPKAHUIO TEKCTOB CIIYKEOHBIX TOKYMEHTOB, (DOPMBbI
W3JI0’KEHUS TEKCTOB;

- OCHOBHBIE TpYyHIbl OpPraHU3aLMOHHO-PACTOPATUTENBHBIX JOKYMEHTOB,
OTJIMYUTETbHBIE OCOOEHHOCTH UX 0(hOPMIICHUS;

- 9Talbl COCTABJICHUS CITYKEOHBIX JJOKYMEHTOB;

- c1I0CcOOBI JOKYMEHTUPOBAHHSL.

- TpeOOBaHUs K OpraHU3alluu IOKyMEHTO000pOTa OpraHu3alluy;

- o01ue npaBuia U GOpPMBbI PETUCTPALIUU JJOKYMEHTOB;

- TEXHOJOTMYECKHH TMPOLECC KOHTPOJsA 3a HCIOJHEHUEM IOPY4YEeHHU
PYKOBOJUTEIIS;

- IpaBWIa M OTallbl COCTaBIEHUS W OQOPMIIEHUS HOMEHKJIATypbl el
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OpraHu3aLuy;

- TpeOoBaHusA K HOPMUPOBAHHIO JIE]T B COOTBETCTBUH C HOMEHKIIATYPOH JIel,
0COOEHHOCTH CUCTEMATU3aLUK OTJIEJIbHBIX BUJIOB JJOKYMEHTOB;

- IpaBUJIa TEKYILEr0 XpaHEHUS /1€ B OpraHU3allly;

- 3Tanbl MOATOTOBKH JEJI K Claye Ha apXUBHOE XPaHEHUE;

- COBPEMEHHBIC BUJIbl OPraHU3ALMOHHON TEXHUKH: Ha3HAYEHUE, IpaBuia
9KCIUTyaTallui U TEXHUYECKOTO 00CITyKUBaHMS;

- KOMITBIOTEPHYIO TEXHHMKY M COBPEMEHHbIE HH()OPMAIMOHHBIE TEXHOJOTHH,
IpUMEHSieMble TpU  JOKYMEHTHPOBAaHMM M  OpraHu3aluu paboTel  C
JIOKYMEHTaMU;

- «CIETIOW» NECATUNAIBLEBBIM METO IIEYaTH;

- TpeOOBaHUS K KQUECTBY BBIIIOJIHIEMbIX Pa0OT.

1.2.  KonmuecTBo 4acoB, OTBOJMMOE Ha OCBOSHUE NMPO(PECCHOHATBHOTO MOTYJIsI

Bcero — 142 gac.

2. CTPYKTYPA U COAEPKAHUE NTPOPECCHUOHAJIBHOI'O MOAYJIA
IIM. 01. ”THOOPMALIMNOHHO-JOKYMEHTAIHNOHHASA JEATEJIBHOCTbD

2.1. CtpykTrypa npogeccioHAIbHOI0 MOTYJIsI

IIM. 01. Uu¢opMaliuOHHO-AOKYMEHTAIIMOHHAS 1eATeJIbHOCTD

Konb! HaunmenoBanune CymMapHbIii OO6yuenue no MJIK
npodeccuoHaNbHbBIX pasnenos (IIM), o0beM Teopus MPAKTUYECKUX
1 00mIHX MEXKIUCIUTUIMHAPHBIX | HArpy3KH, Jac. 3aHSATHH
KOMITIETEHIINH kypcoB (MJIK)

IIM1.1.-1.5. MJIK.01.01 142 4ac. 33 gac. 109 gac.
OK 1-10 JlokyMeHTaImoOHHOE

oOecrnieueHue

yHIpaBIeHUS

HToroBas arrecTranusi — KOHTpoJIbHas paboTa
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ILUIAH M co/iep:KaHue NPodeccHOHAIBLHOT0 MOAYJIA

IIM.01.UudopManOHHO-TOKYMEHTALIUOHHAS AeSITeJIbHOCTh

HanmenoBanue
pa3neJioB
npodeccuoHaTbLHOI0
moayas (ITM),
MEKIMCIUIIMHAPHBIX
kypcoB (MK) u Tem

Coaepsxanue y4e0HOro MaTepHasa, JJa6opaToOpHbIe H MPAKTHYECKHE
3aHATHS, KypcoBasi padoTa (NpoeKT) (ecjiu mpeaycMOTPEHbI)

1

MJK 01.01.
JJokyMeHTAaLMOHHOE
obecmeuenmne
ynpasJieHHs!

Nudpopmanuonn

Pasznen 1.
0-I0KyMEHTAIIMOHHOE 00ecreveHne ynpaBJieH4eCcKoii 1esiTeIbHOCTH

P.1. Tema 1.1.
TpeOoBaHus K KaYECTBY
BBITIIOJHAEMBIX padoOT

IlpakTuyeckas padora:
[TpaBwiia miuchbMa TekcToBOro Marepuana uepes 1; 1,5; 2 uarepsana.

[TpaBuia oopmiIeHUS! TEKCTOB € 3ar0JI0BKAMH U 0J13aT0JIOBKAMHU.

CrnocoOsI BeIzicNIeHHs B TeKcTe. [IpaBuiia COKpalieHus CJIoB U
CJIOBOCOYETAHUM.

Odopmnenne npumeyaHuii (OCHOBaHUM, IPUIOKEHHI ) K TEKCTY.
OdopmiteHne CHOCOK.

CnocoOs1 oopmuenus Oubnuorpapuyeckux ceeneHuil. [Ipasuna
odopMIIEHUS TUTYJIHHOTO JIKCTA.

KonTtpoubnas padora «OdopmiieHne TEKCTOBBIX padoT»

P.1.Tema 1.2.

Opranuzanus HopmatuBHBIE JOKYMEHTHI 10 JOKYMEHTALMOHHOMY 00€CIeueHUI0

MH(}OPMALIOHHO- yIIpaBJICHUS.

JOKYMEHTAIIMOHHOTO

o0cy)KMUBaHUS

P.1. Tema 1.3. 3HavyeHue U QYHKLIUU JOKYMEHTOB B yripaBieHuu. Kiaccuduxanus

CnyxeOHble CITyeOHBIX TOKYMEHTOB.

TOKYMEHTBI Ennnbie TpeboBanus u mpaBuiia 0hOpMIICHHUS TOKyMEHTOB B
coorBercTBuu ¢ OCT.
Bupl 651aHKOB CITyK€OHBIX IOKYMEHTOB, TPEOOBAaHUS K UX
KOHCTPYUPOBAHHIO.
SI3BIK ¥ CTHIIB CITY)K€OHOM TJOKyMEHTAITUH.
IlpaxTuyeckme padora: CocraBierue u opopmiieHne OJIaHKOB
CITyeOHBIX TOKYMEHTOB.

P.1. Tema 1.4. CiyxeOHoe MHCHMO.

NudopmannonHo- AKT.

CIpaBOYHbBIE CripaBK.

JTOKYMEHTBI

HpOTOKOH. Brinucka u3 IMPOTOKOJIOB.

CiyxeOHbIe 3aITUCKU
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IlpakTuyeckue 3aHsITHSA
CocraBiieHue, peaaKTUPOBAHUE

CIIPpaBOYHBIX TOKYMCHTOB!
- JCJIOBBIX ITHUCEM,

u odopmiieHHEe HUHPOPMAITMOHHO-

- aKTOB;

- CIIPABOK;

- IIPOTOKOJIOB U BBIITMCOK M3 IIPOTOKOJIOB,

- C.]'Iy}I(C6HBIC 3aIIUCKH.

KonTpoabHnas padora « MHpopManlHOHHO-CIIPABOYHbIE JOKYMEHTBI».

P.1. Tema 1.5.
Pacniopsigurenpabie
JTIOKYMEHTBI

HpI/IKaSH 10 OCHOBHOM JACATCIIBHOCTH.
Brimmucku u3 IIPHUKAa30B.

PaCHOPSI)KeHI/Iﬂ, IMOCTAHOBJICHU A, pCIICHUS.

IlpakTuyeckas padora:
CocraBliieHHe, peTaKTUPOBaHKE U 0POPMIICHUE PACTIOPSTUTEIbHBIX

JOKYMCHTOB!:
- IIPUKA30B I10 OCHOBHOM JACATCIIbHOCTH, BBIIIUCKU M3 IIPHUKA30B;

- pacropsKeHH M, BEITMCOK U3 IPUKA30B.

KOHTpOJ’[bHaﬂ paﬁoTa «PaCl'[OpH[[I/ITeJ'[I)HLIe AOKYMEHTBD).

Pasnen 2. [IpumeHenne

HH(OPMANMOHHBIX TEXHOJIOTHI B CEKPETAPCKOM 00CIYKUBAHUHU

P.2. Tema 2.1. OcHOBEI

MH(OPMALIMOHHBIX
TeXHOJIOTuil B pabote
cekperaps

Bo3MoXxkHOCTH TaOIMYHOIO peaaKkTopa.

ITocTpoeHne nuarpamm.

IlpakTuyeckas paéora:
- KonctpyupoBanue 31eKTpOHHBIX Ta0JIHIL;

- Coztanue nuarpamm;

- COpTUPOBKA U CI)OpMaTI/IpOBaHI/Ie JaHHBIX B Ta6nnuax.

O060011eH1e MaTepuaa o TeMe « IJIEKTPOHHBIE TaOIUIBDY

KoutposbHas padoTta «j1eKTPOHHbIE TA0JIUIIBD)

P.2. Tema 2.2. Benymme poccuiickue cuCTeMBbl 3JIEKTPOHHOTO IOKYyMEHTO000pOTa.
OcHOBBI -
IIpakTnyeckas padora:
MH(POPMAIMOHHBIX " .
o Tema 3.1. «Crenoii» qeCATUITATBLEBBIN METO ITIEYaATH.
TEXHOJIOTHH B paboTe
CeKpeTaps
P.2. Tema 2.3. [TonsiTue nokymeHTOo000pOTa. TexHonorus 00paboTKH MOCTYAIOLINX
Opranuzanus JIOKYMEHTOB.
JIOKyMEHTOO000pOTa
OpraHu3aIyy [TpaBuia u GopMBI perucTpamnuy T0KyMEHTOB.

KoHTpoib 3a HCIIOTHEHNEM NOPYYEHU PYKOBOAUTEIS U IPUHATBIX
pemenuii. Pabota ¢ ucxozsiei KOppecrnoHIeHIIEH.

IlpakTuyeckas padora:
1. Peructpanus BXOAsIei KOPPECTIOHICHITHH.

2. Perucrpanusi MCXOASIIEH KOPPECTIOHICHIINN.
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P.2. Tema 2.4.
Cocrasnenue u
odopmiieHnE
HOMEHKJIATYPHhI JeJT

Bunel Homenknatypsl nen. OgopmiieHre 1 BeZieHHe HOMEHKIIATYphI Jell.

IlpakTuyeckas padora:
CocraBieHrEe HOMEHKJIATYpPbl 1€ OpPraHU3aLUu.

P.2. Tema 2.5.
dopMupoBaHue U
XpaHEHHE JeIl.

I'pynmnupoBka JOKYMEHTOB B J€JIa.
IIpaBuna TeKyero XxpaHeHus el B OpPraHu3aluu.

P.2. Tema 2.6.
IToaroroBka e K
nepeavye Ha apXUBHOE
XpaHeHHUe.

JTtanel IMOATOTOBKH JACJI K CAa4€ HA apXHNBHOC XpPaHCHUC.

OdopmiieHre TOKYMEHTOB | JIE)I K YHUYTOKCHUIO M Ha JUTUTEIHHOE
(mocTosiHHOE) XpaHEHHE.

IIpakTnyeckas pagora: OpopmiieHHE TOKYMEHTOB U JIE] K
YHUYTOXXEHHUIO U Ha JJIUTENbHOE (ITOCTOSIHHOE) XpaHEHHE.

MJIK 01.01.
ITpoexTHAas
AeSITeIbHOCTh

HpOCKTHaH JACATCIIbHOCTD

IIpome:xyrounasi arrectanusa MJIK.01.01. «lokymenTaunonnoe
odecrneyeHue ynpapjieHus» — KOHTPOJIbHas padora

3. YCJIOBUS PEAJIM3ALIUU ITPOT'PAMMBI

IIM.01. ”H®OOPMALMOHHO-JOKYMEHTAIHNNOHHASA AEATEJIBHOCTbD

3.1. Tpe6oBaHuS K MUHUMAJIbHOMY MaTepHAJIbHO-TEeXHHYECKOMY 00ecre4eHn 10
Peanusanus nporpaMmsl mpodeccrnoHaIbHOTO MOYJIsl TpeOyeT Haauuue yueOHOro KaOuHeTa.

O0OopvroBanue yueOHOro kaOuHera:

- I0CAJJ0YHBIE MECTA I10 KOJIMYECTBY 00Y4aAIOLINXCS;

- paboyee MECTO yUUTes;

- KOMIUIEKT Y4eOHO-METOINYECKHX MaTepUaOB;

- CHCTEMa 3JIEKTPOHHOT0 00y4eHHs! (HOyTOYK/KOMIIbIOTED);

3.2. NupopmanuoHHOe 00ecniedeHUue 00yUeHHUsI
Ilepeyensb pexkoMeHAyeMbIX Y4eOHBIX U31aHUI, HHTEPHET-PECYPCOB, T10NOTHUTEIbHOM

JIMTepaTypbl

3.2.1. UCTOYHHUKHU:

1. I'OCT P 7.0.97-2016. «Cucrema ctaniapToB 1o HHGpOpMaIui OMOIMOTEUHOMY U
u3zaTenbckoMy aeny. OpraHuzalioOHHO-pACIoOpsIuTeNbHAs JoKyMeHTanus. TpeboBaHus K
odopmiiennto nokymeHToB» (y1B. [IpukazoB Poccranmapra ot 08.12.2016 Ne 2004-ct), TOCT P
7.08-2013 «Cucrema cTraHAapTOB IO HHPOPMALIUHN, OUOTHMOTEUHOMY H3/1aTeIECKOMY JICTy.
Jlenonpou3BoACTBO U apXxuBHOE Jeno. Tepmunsl u onpeaenenus» (yrB. [Ipukazom Poccrannapra
o1 17.10.2013 Ne 1185-cT) 1 MeToandeckuMH PEKOMEHIAIMSIMHE IO Pa3pab0TKe WHCTPYKIHIA TIO
JIEIOTIPON3BOICTBY (PeiepanbHbIX OPraHOB UCTIOMHUTENRHOM BitacTu (yTB. [Ipukazom Pocapxusa ot

23.12.2009 Ne 76).
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O.N. JlenonpousBOJCTBO.

,HOKYMGHTaI_[I/IOHHOC

obecrieuenue ynpasiaeHus: yueonuk. — M3a. 15-e. — Pocto v//1.: ®enukc, 2019.
3. l'amaxoB B.B. Opranuzamusi ceKpeTapckoro oOCHyKMBaHHUS: y4eOHUK JUIsl CTYI.
yapexJIeHul cpel. nmpod. odpazoBanus. 2-e u3Md., crep. — M.: M3aarenbckuil eHTp «AKaJaeMusy,

2020. - 288 c.

3. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUS
IIM.01. TH®OPMAIIMOHHO-IOKYMEHTAIIMOHHAA JEATEJIBHOCTb

Kon n naumeHnoBanue
npogeccHoOHAIbHBIX U
00IIMX KOMIIETeH L,
(¢opmMupyeMbIX B pamMKax
MOIYJIst

Kpurtepun onenkn

MeToabI OIEHKH

IIK 1.1. CocraBnsars,
penakTupoBaTh U 0hopMIIATH
OpraHu3aIOHHO-
pacropsIuTeIbHYIO
JOKYMEHTAIIHIO, CO3/1aBaeMYI0
B OpTraHU3aIUH, COTJIACHO
tpeboBanusim ['OCTa o

0 OPMIICHHUIO TOKYMEHTOB C
HCIOJIb30BaHUEM
COBPEMEHHBIX BU/IOB
OpPraHU3alOHHON TEXHUKH.

- YMeHue kinaccu(puuupoBarthb
JOKYMEHTBI 110 TpYTIIaM;

- YMEHHE COCTaBJIATh, PEIaKTUPOBATh
1 0OpMIIATH JOKYMEHTALUIO C
HCII0JIb30BAHUEM PA3JINYHBIX BUI0B
OPITEXHUKHU.

Texy1uii KOHTPOJIb B
dbopMe yCTHOTO |
HMUCbMEHHOTO OIpOCca.
[IpomexyTOUHBIN
KOHTPOJIb B (popme
KOHTPOJIbHON pabOTHI.

IIK 1.2. Opranu3oBsiBaTh
JIOKYMEHTO000pOT B
OpraHM3alH C
HCIIOJIb30BAHUEM
COBPEMEHHBIX BHJIOB
OpraHU3alMOHHON TEXHUKH.

- YMeHue BecTH paboTy ¢
JOKYMEHTaMH (9KCIEAULIUOHHYIO
00paboTKy, perucTpupoBaTh,
KOHTPOJUPOBATh X0 UCTIOJIHEHHUS,
CIPaBOYHO-MH(POPMALIOHHYIO
pabory).

Texymui KOHTPOJIb B
dbopme ycTHOTO U
MIMCBMEHHOT'0 OIIpOca.
[IpomexyTOUHBIN
KOHTPOJIb B popme
KOHTPOJIbHON pabOTHI.

IIK 1.3. CocTaBnsaTs u
odopmiate Homenknatypy
JieJ1 OpraHu3aluu,
dhopmupoBars ena B
COOTBETCTBHH C
YTBEPKACHHOU
HOMEHKJIaTypOH,
obecreunBaTh UX
COXPaHHOCTh B TEKYIIEM
JEJIONPON3BOJICTBE €
HCIIO0JIb30BaHUEM
COBPEMEHHBIX BHJIOB
OpraHu3alMOHHON TEXHUKHU.

- YMeHue cocTaBisATh U 0QOPMIIATh
Howmenxknartypy nen;

- ymeHue (GopMHUpOBATh Jiena B
cootBercTBUM ¢ HoMeHKknaTypoit
JEl.

Texymui KOHTPOJIb B
dbopme ycTHOTO U
MIMCBMEHHOT'0 OIIpOca.
[IpomexxyTOUHBIN
KOHTPOJIb B popme
KOHTPOJIbHON pabOTHI.

IIK 1.4. OcymiecTBisTh
MOATOTOBKY JIeJI K Iepeiaue
Ha apXUBHOE XPaHEHHUE.

- YMeHue NpoBOAUTH TEKyLIEe
XpaHEHHUE TOKYMEHTOB;

- YMeHue TOTOBUTS JIeJIa K Ilepeiayde
Ha apXUBHOE XpPAHECHHUE.

Texymuil KOHTPOJIb B
dhopme ycTHOTO U
IIMCBMEHHOT0 OIIpOca.
[IpomexyTOUHBIN
KOHTPOJIb B hopme
KOHTPOJILHOM paboTBHI.

IIK 1.5. BeimoassaTs

- YMeHue BBITIOTHSITh JOKYMCHTBIL

Texymui KOHTPOJIb B
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MAaIIWHOMUCHBIE PaOOTHI
Pa3INYHON CTEIICHU
CJIOKHOCTHU.

Pa3IMYHON CTENCHHU CII0KHOCTH;

- yMeHHe 00ecreYnBaTh KaueCTBO
BBIIOJIHSIEMBIX paloT;

-YMEHUE BBOJUTH TEKCT «CIICTIBIM
JeCSTUTIATIBLIEBBIM METOIOM I1EYaTH.

dbopMe yCTHOTO |
MMCBMEHHOT0 OIpoca.
IIpomexyTOUHBIN
KOHTpPOJIb B hopMme
KOHTPOJIbHON pabOTHI.

OK 1. [lonumarp CyuHOCTh U
COLIMATIbHYIO 3HAYUMOCTh
cBoeil Oynymeit mpodeccun,
MPOSIBJISITh K HEW yCTONYMBBIN
UHTEpEC.

- SIBHO BBIpayKEHHBIN UHTEPEC K
npodeccuu cexperaps;

- aKTUBHOCTb, UHUIIMATUBHOCTbH B
nporiecce OCBOCHUS
npodecCHOHATLHOM AeITeTbHOCTH;

HaGnronenue u oneHka B
X071 KOHKYPCOB,
OJIMMITHA]T, HAy4YHO-
MPAKTUIECKUX
KOH(EepeHIIHA.

OK 2.  OpraHu3oBbIBaTh
COOCTBEHHYIO  JICSITCIIHBHOCTD,
HCXOJIS M3 LIEJIU U CIIOCO0OB €¢
JOCTHKCHHS,  OMPEICIICHHBIX
PYKOBOJIUTEIIEM.

- HAJIMYUE MTOJIOKUTEIHHBIX OT3HIBOB
- [IpaBunbHBIH BBIOOD u
MPUMEHEHHE CIIOCOOOB  pPEeLICHUS
npodecCHOHANBHBIX ~ CUTyallud B
obnactu COCTaBJICHUS u
opopmnenust OP/I;

- IPaBUJIbHAS TIOCJIEI0BATENBHOCTD
BBITTOJIHEHUS JEHCTBUM Ha
MPAKTUYECKUX 3aHATHUSIX U BO BPEMSI
y4eOHOM MPAKTUKU.

HaOnronenue u oueHka
Ha HpaKTI/I‘IeCKI/IX
3AHITUIX

OK 3. Ananu3upoBatb
palouyro cuTyaluio,
OCYLIECTBJIATh TEKYLIUN U
UTOTOBBI KOHTPOJIb, OLIEHKY U
KOPPEKILUIO COOCTBEHHOM
JesTeIbHOCTH, HECTU
OTBETCTBEHHOCTb 32
pe3yabTaThl CBOEH paboTHI.

- AJIEKBaTHOCTh OIICHKHM CHUTYallUd B
COOTBETCTBUM C  IOCTABJICHHBIMH
HeJasIMA M 3aJladaMy 4Yepe3 BBIOOp
COOTBETCTBYIOIIUX MaTePHAJIOB;

- CaMOCTOSITEJIBHOCTh  TEKYILETro
KOHTpOJISI W KOPPEKTHpPOBKAa, B
npeaenax  CBOMX  KOMITETEHIUH,
BBINOJIHSAEMBIX PaloT;

- TIOJIHOTAa  TPEACTaBICHHH  3a
MOCJEACTBUSI ~ HEKA4eCTBEHHO U
HECBOEBPEMEHHO BBITNOJIHEHHOMN
paloThI;

- 9(ppexTuBHAS caMOCTOSTENbHAS
paboTa mpu U3y4eHUu
pohecCUOHATBHOTO MOYJIS.

HaOnronenue u oueHka
Ha MMPaKTHYECKUX
3AHITUIX

OK 4. OcymiecTBisaTh MOUCK
uHpOpMaLuH, He00X0AUMON
1 3¢ PEeKTUBHOTO
BBITOJIHEHUS
npodeccnoHanbHbIX 3a/ay.

- OnepaTuBHOCTh MOUCKA
Heo0Xo1uMol HH(popManuuy,
oOecneuynBaromiell Haubosee
ObIcTpoe, nosiHoe U 3(peKkTuBHOE
BBITNIOJTHEHHE NPOPECCHOHANBHBIX
3ajay;

- BJIaJICHHUE Pa3InYHBIMU CIIOCOOAMU
novicka uH(opmanuu;

- aJICKBaTHOCTb OLIEHKH MOJIE3HOCTH
uH(pOopMaLnu;

- UCIIOJIb3YEMOCTh HAaUJICHHOM 11
paboThl HH(pOpMAIK B
pe3yJIbTATUBHOM BBIITOJTHEHUN
po(eCCHOHABHBIX 3a7a4, JJIsI

Hab6mronenne 1 orieHka
Ha HpaKTI/I‘IeCKI/IX
3aHATUAX
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npo¢eCCHOHATBLHOTO pocTa U
JIMYHOCTHOT'O Pa3BUTHUS;

- CaMOCTOSTEIbHOCTh IIOUCKA
uH(pOpMalUU IPU PEeLICHUN
HETHUIIOBBIX TPOPECCHOHATBHBIX
3ajay.

OK 5. Wcnonb3oBanue
nH(pOpPMaIMOHHO-
KOMMYHHKAIMOHHBIX
TEXHOJIOTHH B
npodeccnoHaTbLHOM
NeSITeIbHOCTH.

- YCTOMYMBOCTh HABBIKOB

3¢ (HEKTUBHOTO UCTIONB30BAHUS
coBpeMeHHbIX UKT B
npodeccuoHaNbHOM AeITeTbHOCTH;
- MPaBWJILHOCTH U 3 (HEKTUBHOCTH
pEIICHUS] HETUTTOBBIX
npodeccCHOoHANBHBIX 337124 C
MIPUBJICYCHUEM CAMOCTOSTEIIEHO
HalIeHHON MH(pOPMaINH;

- ucnosibzoBanue KT B

0o OopMIIEHUU PE3YIHTATOB
CaMOCTOSITENILHON PabOTBHI.

HaOnronenue u oueHka
Ha MPAKTHYCCKUX
3AHATUIX

OK 6. PaboraTh B KOMaHI€,
3¢ heKTHBHO 00IIATHCSI C
KOJIJIETaMH, PYKOBOJICTBOM,
KJIMCHTaMH.

- CreneHb pa3BUTHS U YCICITHOCTh
MIPUMECHECHUS KOMMYHHUKAITMOHHBIX
CIIOCOOHOCTEH Ha MPAKTUKE;

- IIOJIHOTA, IOHUMaHUE U Y€TKOCTh
IPEJICTABICHHUI TOTO, YTO
YCHEIIHOCTh U PE3yJIbTaTHBHOCTh
BBITIOJTHCHHOM pa0OTHI 3aBUCUT OT
COTJIAaCOBAaHHOCTH JCHCTBUM BCEX
Y4aCTHUKOB KOMaH]IbI PAa0OTAOIINX;
- BJIaJICHUE CIIOCO0aMM
0eCKOH(MIUKTHOTO OOIIECHUS 1
CaMOPETYJISIIINY B KOJUIEKTHBE;

- cOOJIIOICHUE TIPUHIIUIIOB
npodecCHOHANBEHOM ITUKH.

HaOmronenue 1 oneHka
Ha MPaKTHYECKUX
3aHSATUAX

OK 8. CoOmomath OenoBoit
JTHUKET, KYJbTypy U
IICUXOJOTMYECKHE OCHOBBI
oOIIIeHusI, HOPMBI M TIpaBUIIA
[IOBEICHU, HCIIOJIb30BAaTh
METOBI M CPEJCTBA JIETIOBOTO
0OIIIeHUS.

- Bnagenue tepMuHOIOTHEN
JIETTIOBOM peYH;

- YMEHUE MOJIb30BaThCS
COBPEMEHHBIMU CIIOBAPSAMU U
CIIPABOYHBIMH M3/ITaHUSIMU T10
PYCCKOMY SI3BIKY U IIPAKTUYECKOMN
CTHJINCTHKE;

- JJoOrTH4ecKas MOCJeI0BaTeIbHOCTD
MOCTPOCHUS OPUIHATEHO-/IETOBBIX
TEKCTOB IOKYMEHTOB.

Ha6J’IIOI[eHI/Ie " OIICHKAa
Ha MPAKTHYICCKUX
3aHATUAX

OK 9. CamocTrosaTenbHO
OTIpEICIIATH 3a7a9n
npoeccCHoHaNBEHOTO U
JTUYHOCTHOTO Pa3BUTHS,
3aHUMATbhCS
caM000pa30BaHUEM,

- Opranusanus NpakTHYECKUX
3aHATUHI IPU U3YYECHHUH
pohecCHOHATEHOTO MOTYJIS.

HaOmronenune u omeHka
Ha HpaKTI/I‘IeCKI/IX
3AHATUAX
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OCO3HAHHO IIJIaHUPOBATH

ITIOBBIIIICHUEC KBaJII/Iq)I/IKaI_[I/II/I.

OK 10. Cobmonath
TpeOoBaHUs OE30MACHOCTH
TpyJa, MOXapHOH
0€30MacHOCTH, CAHUTAPUH U
TUTHUEHBI, OXPAHBI TPY/a.

- CoOmoieHre TEXHUKHU
0€301aCHOCTH.

HaOnronenue u oueHka
Ha MPaKTHYECKUX
3AHATUIX
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Ipunoosicenue 6

K npocpamme npogheccuonanvnoii
no020moeKu no npogheccuu

26353 «Cexpemapb-mMamuHuCmKa)

PABOYASI IPOTPAMMAINPO®ECCUOHAJLHOT'O
MOJYJIS

IIM.02. Opranu3anuoHHasi 1eITeJIbHOCTh
no npodeccuu 26353 «Cexkperapb-MaIIMHUCTKA)
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COJEPKAHUE

1. OBIIAS XAPAKTEPUCTUKA PABOYEN TTPOTPAMMBI
[TPOPECCHUOHAJIBHOI'O MOAYJIA

2. CTPYKTYPA U COAEPX)XAHUE [TPO®ECCUOHAJIBHOI'O MO YJIA

3. YCJIOBUA PEAJTIM3ALIUU [TPOI'PAMMBI ITPOPECCHUOHAJIBHOT'O MO YJIA

4. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHUSI TPO®ECCUOHAJILHOTO
MOV IS
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1. OBILIASI XAPAKTEPUCTHUKA PABOYEHN ITPOI'PAMMABI
INPO®ECCHUOHAJIBHOI'O MOAYJIAA
IIM.02. OPTAHU3AIIMOHHASA JEATEJIBHOCTD

1.1. Iless u IJIaHMPYeMble Pe3yJIbTAThl 0CBOEHHS NPO(eCCHOHAIBLHOI0 MOAYJIS.

B pesynpraTe u3ydeHus npodeccroHATbHOTO MOIYJS OOYyYarouuiicsi TOJIKEH OCBOWTH
OCHOBHOW BHJ MNPOPECCHOHAIBHON JeaTenbHOCTH OpraHu3aluoHHasl [esTeIbHOCTh W
COOTBETCTBYIOIIKE MPodheccCHoHaTbHbIE KOMIIETEHIUH:

1.1.1. Tlepeuens npodeccuOHATBHBIX KOMITETECHITUMN:

IIK 2.1. Koopaunuposats padoty oduca (IprueMHOI pyKOBOJIUTEINS), OPTaHU30BbIBAThH
MIPUEM TIOCETUTEIICH.

I[IK 2.2. OcyiecTBiATh TeaeGOHHOE 00CTYKHBaHUE, IPHHUMATh U IIEpE1aBaTh
(hakCUMUJIBbHBIC COOOIIICHHUS.

I[IK 2.3. Ocy1iecTBiaTh paboTy MO MOATOTOBKE U MPOBEACHUIO COBEIIAHMIA, 3aCEIaHUN,
JICIIOBBIX BCTPEY, IPHUEMOB M TIPE3CHTAIUH.

[IK 2.4. OcCy1ecTBIATh MOATOTOBKY JIETIOBBIX 0€3/10K (KOMaHIUPOBOK) PYKOBOAUTEINS U
JOPYTUX COTPYIHUKOB OPraHU3alINU.

K 2.5. Opranu3oBbIBaTH pabodee MECTO CEKpeTaps U PYKOBOIUTES

1.1.2. TlepedeHb OOIMUX KOMITETEHIIHNA:

OK 1. [ToHMMAaTh CYITHOCTH U COLMATIBHYIO 3HAUUMOCTh CBOEH Oy Ty1Ieit
npodeccuu, NposBIATh K HEW yCTOMUUBBINA HHTEPEC.

OK 2. OpraHu30BbIBaTh COOCTBEHHYIO AEATENbHOCTb, HCXOS U3 LIETH U
CIIOCOOOB €€ JJOCTHXKEHUSI, OTIPEICIEHHBIX PYKOBOIUTENEM.

OK 3. AnHanu3upoBaTh pabouylo CUTYyaltIo, OCYIIECTBISATh TEKYLIHH 1

UTOTOBBIN KOHTPOJIb, OLIEHKY 1 KOPPEKIIIUIO0 COOCTBEHHON
NeSITeIbHOCTH, HECTH OTBETCTBEHHOCTD 3a PE3YyJIbTaThl CBOEH pabOTHI.

OK 4. OcyiecTBIATh MOUCK MHPOPMAIUU, HEOOXOAUMOM JIJIst
3¢ (EeKTUBHOTO BBIMOJIHEHUS MPOPECCHOHATBHBIX 3aau.

OK 5. Hcnonp3oBaTh HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B
poeCCHOHABHON JESTEIHBHOCTH.

OK 6. Pabotath B komMaHe, 2P PEeKTHBHO 0OIIATHCS C KOJUIETaMH,
PYKOBOJCTBOM, KITUEHTAMH.

OK 7. VcnonHATh BOMHCKYIO 00S13aHHOCTb, B TOM YHCIIE C IPUMEHEHUEM
MOJIy4E€HHBIX PO ECCHOHATbHBIX 3HAHUHN (17151 FOHOLIEH ).

OK 8. Co0roath 1€710BOM 3TUKET, KYJIbTYPY U ICUXOJOTMYECKHE OCHOBBI

O6HIGHI/I5[, HOpMBI nu npaBI/ma IIOBCACHUS. UCITOJIB30BAaTh METOObI 1N
CpeICTBa JIETIOBOTO OOIICHHUS.

OK 9. CamocTosTenbHO ONPEACIIATh 3aa49H MPO(eCCHOHATHHOTO H
JUIHOCTHOTO PAa3BUTHS, 3aHUMATKLCS CaMOOOPa30BaHUEM, OCO3HAHHO
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IIJIAaHUPOBATH IMOBBIMICHUC KBaJ'II/I(i)I/IKaHI/II/I.

OK 10. Cobnronats TpeOoBaHUs 0€30MIACHOCTH TPYAQ, IOXKAPHOIH

0€30MaCHOCTH, CAHUTAPUH U TUTUEHBI, OXPAaHbI TPYAA.

B pesynbTaTe ocBoeHus npoheCcCHOHaILHOTO MOIYJISl 00yYatOIIUIACS TOKEH:

MMETh
MPAaKTUYECKUN
OTIBIT:

- MCIIOJIb30BaHMS OPTaHU3AIMOHHON TEXHUKH JIUIsl 00CCTIICUCHHMSI
npodeccroHabHOM

JCSITeIIbHOCTH;

- yd4acTHs B ITOJATOTOBKE U MPOBEACHHUH JCIOBBIX MEPONPHUSITHIA, TPHEMa
MOCETUTEIICH;

- BeICHUs Telle()OHHOTO OOCITY)KUBaHUS, IpHeMa | Niepeaadr HGOOpMaIiH
o Qaxcy

YMETh!

- OPraHU30BbIBaTh paboyee MECTO CEKPETapsl U PYKOBOJUTENS C yUETOM
TpeOOBaHUIi;

- BBITIOJIHSTH TEXHUYECKHE (PYHKIIUHN CEKpeTaps 1Mo 00eCreUYeHUIO 1
00CITyKUBaHUIO pabOThl PyKOBOAUTENS OpraHU3aLMU, TOAPa3AeICHUS;

- TIOJIb30BaThCs HOPMATHBHBIMH JIOKYMEHTAMH, PEriIaMeHTUPYIOIIMMU paboTy
CEeKpeTaps;

- OpraHU30BBIBaTh IPUEM ITIOCETUTENEH, UCIIOJIb30BaTh BU3UTHBIE KAPTOUKHU
IIpY OpraHu3aluy IprueMa NoCeTUTENEH;

- OCYUIECTBJISITh MOJIFOTOBKY JIEIOBBIX MMOE3/10K (KOMaHIUPOBOK)
PYKOBOJUTEIISA U IPYTUX COTPYIHUKOB OpraHU3alHH;

- pallMOHAJILHO OPraHU30BLIBaTh pabouee MecTo;

- coOmo1aTh TpeOoBaHUs 6€30M1aCHOCTH TPYAA CEKpeTaps;

- IPOBOJUTH MTOATOTOBKY U 00CITy>)KMBaHHE COBEIIAaHUN U 3acelaHui
PYKOBOJUTEIS;

- BecTu TeneoHHOe 00CTyKUBaHNUE, IPUHUMATh U OTIPABIIATH COOOIIEHUS,
nepeaaBaeMsble o (akcy;

HCI0JIb30BaTh KOMIIbIOTEPHbIE TEXHOJIOIMH B CEKPETAPCKOM 00CTYKUBAaHUU;
HCIIOJIb30BaTh CETEBbIE HH(POPMALIMOHHBIE PECYPCHI;
o0OecnieunBaTh KaueCTBO BBINOJIHAEMBIX padoT;

3HaTh:

- HOPMATHUBHBIE JOKYMEHTBI, PETJIaMEHTUPYIOLINE ACATEIbHOCTD CEKpPETapst
(1OJIKHOCTHYIO MHCTPYKIHIO);

- TPUHIUIBI OPTraHU3aLUHU U BUJIBI paOOT IO 6€3/10KyMEHTHOMY
00CITy’)KUBaHUIO pabOThl PyKOBOIUTEIS;

- OCHOBBI IJIAHUPOBAHUS PabOTHI CEKpeTaps;

- IpaBUJIa BEICHUS JIEJIOBOTO Pa3roBOpa;

- IpaBuiia Tene(OHHOro 00CTyKUBaHUS, TpUEMa U Tiepeadn HHGOpMaIUu 10
akcy;

- 00513aHHOCTH CEeKpeTaps 10 MOATOTOBKE ITpHeMa IOCETUTENeH;

- IpaBUJIa MOJATOTOBKU M 00CTYKUBaHUS COBELIaHUH, 3aceJaHuil;

- 00s13aHHOCTHU CEKpeTapsl M0 MOATOTOBKE JEIOBBIX MOE3/10K (KOMaHIUPOBOK)
PYKOBOJUTENS U APYTUX COTPYIHUKOB OpraHU3aluy;

- TpeGoBaHus K 00ecrieyeHHI0 OE30MIaCHOCTH TPYAa CEKpeTaps;

- OCHOBBI HH(OPMALIMOHHBIX TEXHOJIOTHI B MPO(ECCHOHANBHOM esITeIbHOCTH.

1.2. KomnudecTBO 4acoB, OTBOJAUMOE Ha OCBOCHHE TPO(ECCHOHATFHOTO MOAYJIS - 74 yac.
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2.  CTPYKTYPA U COAEPKAHUE NMPO®ECCHUOHAJIBHOI'O

MOIYJISA

IIM.02. OPTAHU3AIIMOHHASA JEATEJBHOCTD

Konst g O6yuenue no MJIK
npodeccuo § S
HATbHBIX U HaumenoBanue paznenon g < T —
0o0mux (IM), mexaucuummaapueix Kypcos (MIK) | © 8 | Teopus p .
5 2 3aHATUU
KOMITETEHI] o =
- M <
ui =
IK MJIK. 02.01. Opranu3zarus ceKpeTapcKoro
2.1.-2.5. | obOciyxuBaHusl. 49 19 30

IIpomMe:kyTouHasi aTTeCcTAIUSI — KOHTPOJIbHAsI padoTa

2.2. TemaTnueckuii IJIaH U coaepxxkanue npodeccuonaabHoro moayas IIM.02.
Oprasu3zanuoHHas JesiTeJIbHOCTh

HaumenoBaHue pa3jiesioB
npo¢eccuoHaILHOT0 MOYJIsl
(ITM), MeKTUCUMTITIMHAPHBIX

kypcoB (M/IK) u Tem

Coaep:xanue y4eOHOIro MaTepuaJa,
JadopaTopHbie padoThl M MPAKTHYECKHE 3aAHATUSA

1

2

M/K.02.01. Opranu3anust
CEeKPETAPCKOro 00CIyKUBAHUSA

Pasnen 1. Opranuszanusi 6e310KyMEHTHOI'0 CEKPeTAPCKOro 00C/yKUBAHUS

Tema 1.1.
Cekperapsb B CTpYKTYype
ylnpaBJieHust

Hcropuueckue cBeieHUs 00 OpraHu3aly CeKpeTapcKoro
Tpyna. Poib cexperaps B CTpyKType anmapara ynpaBJIeHHS.
Conepxanue pabOThI.

HopmatuBHO-MeToauyeckas 6a3a B 061aCTU CEKPETAPCKOTO
0bCITy>KMBaHUS.

Nmupox cekperaps.

IlpakTuyeckasi padora: J[0OJDKHOCTHASI HHCTPYKLIHUS.

IlpakTuyeckas padora: Vmumk cexperaps (pemeHue
CUTYallMOHHBIX 3aj1a4)

Tema 1.2.
Opranunsanus padéoyero mecra
ceKkperaps

OnruMasnbHbIe YCI0BUA IeATEIbHOCTU CEKpeTaps.
O6opyoBaH#e TPUEMHOM orica TEXHUIECKUMH CPEICTBAMU
Y CpPEJICTBAMU CBSI3H.

IlpakTuyeckasi padora: pazpaboTka dcku3a pabovero Mecta
CeKpeTapsl.

Tema 1.3. Opranuszaunus
0€e310KYMEHTHOT' 0
CEKPeTapCcKoro 00C/ay;KuBaHUs

[TnanupoBanue pabOTHI ceKpeTaps.

IIpakTuyeckasi paoTa: COCTAaBJICHHE TIaHa paOOThI HA JICHb.

Tema 1.4. Opranuszaunus
npuemMa
MOCEeTHUTEJIEeH.

Opraau3zanusi mpueMa MmoceTUuTeNeH (COTPYIHUKOB CBOCH
OPraHu3aly N0 TEKYLIUM BOIIPOCaM, TPAK/IAH 110 JTUYHBIM
BOIIPOCAM, IIPUEM JeJIeTalluid).
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IIpakTuyeckas pabora: Opranusanus npueMa oceTuTeneu
(peieHUEe CUTYAIIMOHHBIX 3a71a4).

BusutHbie kKapTouku U ux BUbL [IpaBuna opopmienus u
BpYYEHHUS.
IlpakTuyeckas padora: OdhopMieHne BUSUTHBIX KaPTOUEK.

Tema 1.5.
IIpaBuJia BeeHUs 1€JI0BOT0O
pasrosopa

JlemoBoe oOmIeHHE.

[TpaBuna BeeHUS 1ETOBOM OeceIbl.

PeueBoii > THKET.

IlpakTuyeckas padora: Jlenosoe oOmeHne. PeueBoii STHKET.

Tema 1.6. Benenune TenedoHHBIX pa3roBOPOB.
Benenne resedonnbix IpakTuyeckas padora:

Pa3roBopos. Cocrasnenue TeaeOHHOTO AUAaora.
Tema 1.7. Opranu3zanus 1 NpoBEJCHUE COBEILIAHUM.

[TonroroBka KOH(pEPEHTHBIX
MEPONPUITHA

OpFaHI/ISaI_II/IH H ITPOBCACHUC IICPETOBOPOB.

Ciyxe0Hble TOJapKH.

IlpakTuyeckas padora:
CocTtaBieHue MPOTOKOJIa COBEIIAHUS.

Opranu3zanys 1 IpoBeJeHUE IPUEMOB, IPE3EHTALUI.

IlpakTuyeckas padora: CocraBieHHE IPOrPaMMBbI
IIPE3CHTAlHH.

Tema 1. 8. [ToaroroBka AeI0BBIX
MOE3JI0K PYKOBOIUTEIIS.

IToaroroBka AeIOBBIX MOE3I0K PYKOBOOUTCIIA.

IlpakTnyeckas padora: CocraBieHHe IPOrpaMMBbI ITOE3/1KH
PYKOBOJUTEIIS.

P. 1. Opranu3anus 6e310KyMeHTHOI'0 CEKPeTaAPCKOro
00c/1y’KUBAHMA - KOHTPOJIbHAS padoTa

Pa3nen 2. [Ipumenenne nngop

MAIMOHHBIX TEXHOJIOTUH B CEKPETAPCKOM oﬁcnymnBaHnn

Tema 2.1.

OcHoBBI HH(POPMAIIMOHHBIX
TEXHOJIOTHI B padoTe
ceKkperapsi.

DnekTpoHHas nouta. IHTepHeT-TeXHOJI0ruu B padboTe
cekperaps (HOBbIE CpeJICTBa KOMMYHHUKAIIUH B CEKPETapCKOM
00CITyKUBaHUU, «OOJIaYHBIE» TEXHOJIOTUN).

IIpakTnyeckas padora:
OneKkTpoHHas nouta. IHTepHeT-TeXHOJI0ruu B padboTe

ceKpeTapsl.

PaOora B JI0KaJIbHOM CETH.

Co3aHue npe3eHTanuim.
IlpakTuyeckasi padora: Co3qaHue npe3eHTaIri.

IMpome:xxkyrounas arrectanusa M/IK.02.01. Opranu3anus
CEKPeTapCKOro 00C/ay:KUBAHUS
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3. YCJ0BUA PEAIM3ALUU ITPOT'PAMMBI TIPO®ECCUOHAJIBHOTI'O MOAYJISA
IIM.02 OPTAHU3ALIUOHHAA JEATEJIBHOCTD

3.1. TpeGoBaHusi K MUHUMAJBLHOMY MaTepHAJIbHO-TeXHUYECKOMY 00ecreyeHuIo
Peanu3arus nporpaMmel mpodeccuoHaAIbHOTO MOYJIsl TpEOyeT Hamn4ne yueOHOro KaOuHeTa.

O6opynoBanue yueOHOro KaOMHeTa:
- MOCAJI0YHBIC MECTA 110 KOJIMYECTBY O0YYAIOIIIXCS;
- pabouee MeCTO yUHTes;
- KOMIUIEKT Y4eOHO-METOAMYECKIX MaTEPUAIOB;
- QIIEKTPOHHAs cCUCTeMa 00y4eHus (HOyTOYK/KOMITBIOTED);
- MapKepHast J0CKa WK QIUmIapT.
3.2. UudopmannoHHoe odecrieueHue 00ydeHust

Ilepeyens pekoMeHAyeMbIX Y4eOHBIX U31aHUI, JOMOTHUTETbHOMIUTEPATYPHI

3.2.1. UCTOYHUKU:

1. Aoynanze JI.I'. lokyMeHTallMOHHOE 0OECIICUCHUE YITPABICHHS IEPCOHATIOM : YIYCOHUK U
npaktukym st CI1O / JI.I'. Abymnanze, U.b. Bempsokkuna, B.M. Macnosa. — M. : U3narenscTBO
HOpaiit, 2019. — 299 c. — Cepus : IIpodeccnonanbHoe oOpa3oBaHHeE.

2. TamaxoB B.B. Opranuzamms CeKpeTapcKkoro OOCITy)XKMBaHUS: YYEOHHK [UIS CTY/I.
yupexjaeHuit cpea. nmpod. oopazoBaHus. — 2-¢ U3., cTep. — M.: M3narenbckuil NEHTp « AKaIeMus»,
2019. - 288 c.

3. llenamoBa I''M. OCHOBBI 3THKH M TICHUXOJIOTHH MPOGECCHOHAIBLHON JIESTEILHOCTH:
Y4eOHUK IS CTYJl. YUpexKIeHu cpen. npod.odpazoBanus. — 3-e u3l., crep.. — M.: M3maTenbckuii
neHtp «Axanemus», 2020.

4. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHUS NTPO®PECCUOHAJBHOI'O
MOAYJIA IIM.02. OPTAHU3AIIMOHHASA JEATEJBHOCTD

Kon n HaumeHoBaHue Kpurepun ouenku MeTtoabl OLeHKH
npo¢ecCHOHATBHBIX U 00IIHX
KOMIIeTeHI i, GopMHUpyeMBbIX

B PAMKax MOJyJs

IIK 2.1. KoopauaupoBathb - YMETb BBIIIOIHATh TEXHUYECKUE

paboty oduca (mpueMHOR (GyHKIMHU cexpeTraps Mo

PYKOBOJUTENSA), o0ecrnedeHnIo U 00CTyKUBAHUIO

OpPraHHU30BBIBATH IPUEM paboThI pyKOBOAUTEIS

MMOCETUTEIIECH. OpraHu3alMH, OJIPA3ICIICHU; Tekylmuii KOHTPOJIb B
- YMETb OPraHU30BbIBaTh IPUEM (dbopme yCTHOTrO U
MOCETUTENEH, NCIOJIb30BATh IIMCBbMEHHOTO OIIpOCa.
BU3UTHBIE KAPTOUKH IPHU ITpoMexyTouHbII
OpraHM3alyy npuemMa KOHTPOJIb B popme
IIOCETUTEINEH; KOHTPOJILHOM paOOTHI.

- YMETb HCIIOJIb30BaTh CETEBEIC
MH(pOPMAIMOHHbIE PECYPCHI;

- yMeTb 00ecIieunBaTh KaueCTBO
BBITIOJTHSAEMBIX padoT.
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IIK 2.2. OcyuiecTBisiTh
Tesne(hOHHOE 00CTy)KUBAHHE,
NPUHUMATD U TIepeIaBaTh
(haKCUMUITLHBIE COOOIIIEHUS

- YMETb BeCTH Tese(hOHHOE
00CITy>)KWBaHUE, IPUHIUMATH U
OTIIPABJISITH COOOIICHHUS,
nepeaBaeMbie 1o pakcy

IIK 2.3. OcymiecTBiaTh paboTy
[0 MOATOTOBKE U MPOBEACHUIO
COBCIIIAHWH, 3aceJaHuH,
JIEJIOBBIX BCTpEY, IPUEMOB U
MpE3EHTALMI

- YMETh MPOBOIAMTH MOJTOTOBKY U
00CITy>KUBAaHUE COBEIIAHUN U
3acelaHUi PYKOBOIUTEIS

[IK 2.4. OcyuiecTBasiTh
MOJIFOTOBKY JI€JIOBBIX MOE3/0K
(KOMaHIMPOBOK) PYKOBOJUTENS
U IPYTUX COTPYAHUKOB
OpraHu3aluu

- YMETb OCYILLECTBIISITh IOATOTOBKY
JIeJIOBBIX MOE3/10K (KOMaHIMPOBOK)
PYKOBOJUTENS U APYTUX
COTPYJHUKOB OpraHHU3al1H

IIK 2.5. Opranu3oBbIBaTh
pabodee MecTo cekpeTaps u
PYKOBOJIUTEIIS

- YMETh OPraHU30BbIBaTh pabouee
MECTO CEKpeTapsi U pyKOBOJIUTEIIS C
y4eToM TpeOOBaHuUI;

- YMETb I0JIb30BaThCs
HOPMAaTUBHBIMHU JIOKYMEHTaMH,
periaMeHTHPYIOIUMH padoTy
CeKpeTaps;

- YMETb PaLlMOHATIBHO
OpraHH30BbIBaThH pabouee MecTo;
- YMeTh cO0II01aTh TpeOOBaHUS
0€30I1aCHOCTH Tpy/Jla CeKpeTaps;

- YMETb UCMOJIb30BaTh
KOMIIbIOTEpHBIE TEXHOJIOTHUHU B
CEKpeTapCKOM 00CITy>KUBAaHUH

OK 1. [lonumarh CymHOCTH U
COIMAJIBHYI0 3HAYMMOCTh CBOEHU
Oyny1ei npogeccuu,
MPOSIBJIATh K HEM YCTONYMBBIN
UHTEpEC.

- SIBHO BBIpaKE€HHBIN UHTEPEC K
npodeccuu cekperapsi;

- aKTUBHOCTb, HHUITUATUBHOCTH B
IIPOLIECCE OCBOCHUS
po¢eCCUOHAIBHON JIEATETbHOCTH;
- HaJIMYMe MOJIOKUTEITbHBIX
OT3BIBOB

Habmronenue u orieHka
B X0JI¢ KOHKYPCOB,
OJIMMITHAJI, HAy4HO-
NPaKTUIECKUX
KOH(epeHIUH.

OK 2. OpraHuzoBbIBaTh
COOCTBEHHYIO NeSTeTbHOCT,
UCXO/ U3 LIETH U CIIOCOOOB ee
TOCTIKEHHUS, OTIpeIeIEHHBIX
PYKOBOJIUTEIIEM.

- IIpaBunbpHBIN BBIOOD "
MPUMEHEHHE CIOCOOOB peIlIeHus
npodeccCHOHANBHBIX CHUTYyallii B
obOnactu COCTaBJICHUSA i
odopmienus OPJl;

- IpaBWJIbHAS TIOCIIEIOBATEIHHOCTD
BBIIMOJTHEHUS JIEHCTBUM Ha
MPAKTHYECKUX 3aHATHUSAX U BO
BpeMs yueOHOM MPaKTUKH.

Ha6JHO)IeHI/Ie n OIICHKa
Ha NPAKTUYCCKUX
3aHATUAX

OK 3. AHanu3upoBath pabouyro
CUTYAIINIO, OCYIIECTBISATh
TEKYIIUH U UTOTOBBIN KOHTPOJIb,
OIICHKY ¥ KOPPEKITHIO
COOCTBEHHOM IeATEILHOCTH,

- AZIEKBaTHOCTh OLICHKU CHUTYaIluu
B COOTBETCTBUH C ITOCTABJIEHHLIMH
LHeIsIMU U 3a7jauaMu 4Yepe3 BBIOOp
COOTBETCTBYIOIINX MaT€PUAJIOB;

- CaMOCTOSITEIbHOCTh TEKYIIETro

Ha6J'IIOI[eHI/IC n OIICHKa
Ha NPAKTUICCKUX
3aHATHUAX
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HECTHU OTBECTCTBCHHOCTD 3a
pe3yabTaThl CBOEH pabOTHI.

KOHTPOJSI ¥ KOPPEKTHPOBKA, B

npenenax CBOMX — KOMIICTCHIIHH,
BBITOJIHSAEMBIX PadoT;

- TIOJNHOTAa TPEICTAaBICHUH  3a
MOCJIEACTBUSL  HEKAYeCTBEHHO U
HECBOCBPEMEHHO  BBINIOJIHCHHOM
paboTsr;

- 3¢ (eKTUBHAS CAMOCTOSITEIbHAS
paboTa mpu U3y4eHun
poheCCUOHATTLHOTO MOIYJISL.

OK 4. OcymiecTBiaTh MOUCK
nHpopManuu, He0OX0aUMOn
1t 3 (HEKTHBHOTO BBHITIOTHEHUS
podeccHoHaIbHBIX 3a/ay.

- OnepaTuBHOCTH MOUCKA
HEO0OXO0AMMOU HH(POPMAIIHH,
oOecnieunBaroliell Haubosee
ObICcTpOE, MOoTHOE U A(DPEKTUBHOE
BBITIOJTHEHUE MPO(PECCHOHATBHBIX
3azady;

- BJIAJICHUC Pa3TMIHBIMU
croco6amMu IOMcKa HH(POPMAIINH;
- aJICKBaTHOCTH OICHKU
MOJIE3HOCTH MH(POPMALINH;

- UCIIOJIb3YEMOCTh HAUJICHHOMW JJIsI
paboTel nH(pOpMAIUHU B
PE3yJIbTATUBHOM BBITTOJTHCHUN
npodeccnoHanbHbIX 3a1a4, s
poeCCHOHATIBHOTO POCTa U
JTUYHOCTHOTO Pa3BUTHS;

- CaMOCTOSATEIBHOCTD TTONCKA
nH(pOpMaLIUY IPU PELLIEHUN
HETUTIOBBIX MPO(ECCHOHATBHBIX
3aja4.

HaOmronenue u oneHka
Ha MMPAKTHYECKUX
3aHSITUIX

OK 5. Mcnonb3oBanue
MH(OPMALIMOHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTHUH B
npodeccnoHanbHOM
JESATSIILHOCTH.

- YCTOWYMBOCTh HaBBIKOB

3¢ (HEeKTUBHOTO UCTIONH30BAHUS
coBpemeHHbIXx UKT B
npoecCHOHATLHON JeSITeIbHOCTH;
- IPaBUIILHOCTh U 3PPEKTUBHOCTD
peLIeHNs HETUIIOBBIX
npoecCHOHANBbHBIX 331a4 €
MIPUBJIEYEHUEM CaMOCTOSITEIbHO
HaiiieHHO#! HH(pOpMaIuy;

- ucnosp3oBanue KT B
oopMiIeHNH pe3yIbTaTOB
CaMOCTOSITETIbHON pabOTHI.

Ha0mronenne u orienka
Ha MPaKTUYECKUX
3aHATUAX

OK 6. Paborats B KOMaHJgE,
3¢ (HeKTHBHO 00IIaThCs ¢
KOJUTETaMH, PYKOBOJICTBOM,
KIIMEHTaMH.

- CrerneHp pa3BUTHS U yCTECIIHOCTh
MIPUMEHEHUSI KOMMYHHUKAIMOHHBIX
CIIOCOOHOCTEH Ha MPaKTHKE;

- IIOJIHOTA, IOHUMAaHUE U YETKOCTh
MPEJICTaBICHUN TOTO, YTO
YCIEUTHOCTh M PE3YIHbTAaTUBHOCTh

Ha0mronenne u oreHka
Ha HpaKTquCKHX
3aHATUAX
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BBITIOJTHEHHOW PabOTHI 3aBUCUT OT
COTJIaCOBAaHHOCTH JECHCTBUH BCEX
Y4aCTHUKOB KOMaH bl
paboTaronux;

- BJIAJCHUE CIIOCOOaMM
0CCKOH(MIMKTHOTO OOIICHUS 1
CaMOPETYJISIINH B KOJUICKTHBE;

- coOMI0IeHNE TTPUHITUIIOB
po¢eCCUOHATBHOM ITHKH.

OK 8. CoOmromare nejoBOi
JTHKET, KYJIbTYPY i1
IICUXOJOTMYECKHE OCHOBBI
OOmICHMS, HOPMBI H TIpaBHIIA
[TOBEICHU, HCIIOJIB30BaTh
METOJIbI W CPEACTBA JEIIOBOTO
oO01IeHuS.

- Bnagenue TepMUHOJIOTHEN
JIEJIOBOM PeYH;

- YMEHHE M0JIb30BATHCS
COBPEMEHHBIMU CIIOBAPSIMU U
CIIPaBOYHBIMU U3JaHUSIMHU 10
PYCCKOMY $I3bIKY U IIPAKTHYECKOM
CTHJINCTHUKE;

- JIOTHYECKas MOCJe10BaTeIbHOCTb
MOCTPOEHHSI OPUIIMATBHO-IE€IOBBIX
TEKCTOB JJOKYMEHTOB.

HaOmronenue u oneHka
Ha MMPAKTHYECKUX
3aHATHUAX

OK 9. CaMoCTOSITEIBHO
OTPEIEIATh 3a/1a4l

PO eCCUOHAIBHOTO U
JUYHOCTHOTO Pa3BUTHS,
3aHUMAThCS CAaMOOOPa30BaHUEM,
OCO3HaHHO TUIAHUPOBATH
MOBBIIIEHUE KBATA(DUKAIIIH.

- Opranuszanus NpaKTHYEeCKUX
3aHATUHI IPU U3YYECHUH
po¢eCCUOHATLHOIO MOJTYJIS.

Haomronenne u orieHka
Ha HpaKTI/I‘-ICCKI/IX
3aHATHUAX

OK 10. CoGmoiaTs TpeOOBaHUS
0€30IaCHOCTH TPY/1a, OKAPHOM
0€30MacHOCTH, CAHUTApUH U
TMTHEHbI, OXpaHbl TPYJa.

- Co0Oro1eHrE TEXHUKA
0€30IMaCHOCTH.

Ha6JHO)IeHI/Ie n OIICHKa
Ha NPAKTHUYCCKUX
3aHATHUAX
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IHpunoosicenue 7

K npozpamme npogeccuonanvhoil
no020moeKu no npogheccuu
26353 «Cexpemapb-mamuHucmekay

ITPOTPAMMA

YI1 01. Y4yeOHO-NPOM3BOACTBEHHOH NPAKTHKH
o npodeccuu 26353 «CekpeTapb-MalIMHUCTKA»
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COJEPXXAHUE

1. OBILIIAS XAPAKTEPUCTUKA PABOYEN I[TPOI' PAMMBIYUYEEHO-
ITPOM3BOICTBEHHO! TPAKTUKU

2. CTPYKTYPA U COJIEPXKAHUE PABOYEN ITPOI' PAMMBIYUYEEHO-
ITPOM3BOJICTBEHHO! ITPAKTHUKH

4. VCJIOBUS PEAJIN3ALIUN PABOYEN ITPOT'PAMMBIYYEBHO-
ITPOM3BOJICTBEHHO! ITPAKTHUKH

5. KOHTPOJIb 1 OLIEHKA PE3VJIbTATOB OCBOEHUA
YYEBHO-TTPOU3BOJICTBEHHOM ITPAKTHUKH



1.

Lenap u mniaHupyemble pe3yJbTaThbl OCBOEHHSI NPOrPaMMbl Yy4eOHO-NPOU3BOICTBEHHOM

NPaKTHKH

PaGouass mporpamMma y4eOGHO-IIPOM3BOJICTBEHHOW TMPAKTUKU — SIBISETCS YacThIO MPOTpamMMbl
npodeccuoHanbHO TOArOTOBKM 1O mnpodeccun «Cekperapb-MallMHUCTKa» B YacTH  OCBOCHHS
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OBIIAS XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBIYYEBHO-

MPOU3BOJCTBEHHOM MPAKTUKH
no npodgeccun 26353 «Cexkperapb-MalIMHUCTKA)

OCHOBHOTO BH/1a ipodeccuoHanbHoil aesitensHoctr (BIT):

I/IH(bOpMaI_[I/IOHHO'I[OKYMGHT&HI/IOHHaH JACATCIIBHOCTD.

1.1. Ilepeuenp oOmuUX ¥ MPOPECCHOHATLHBIX KOMITIETCHITUI

Kog HaumeHoBaHue pe3yJIbTaTa OCBOCHUS IPAKTUKH

IIK 1.1. CocraBndrs, penaKkTUpOBaTh u 0popMIISITH OpraHU3alMOHHO-
pacropsUTEIbHYIO JTOKYMEHTALUIO, CO3[aBaeMyI0 B OpraHM3alliu, COTJIACHO
tpeboBanusam ['ocynapctBennsix cranaaproB (I'OCT) mo odopmienuto
JOKYMEHTOB C UCIIOJIb30BaHNEM coBpeMeHHbIX BU10B MKT.

IIK 1.5. BbINONMHATE MAIMHONKMCHBIE paOOTHI pa3IMYHON CTEIIEHU CIOKHOCTH.

OK 1. [ToHMMaTh CYHIHOCTh M COIMAJBHYIO 3HAYMMOCTh Oyaylied mpodeccuw,
IIPOSIBJIATH K HEW YCTOMYMBBINA HHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JESTEIbHOCTb, UCXO/s U3 LIEIH U CIOCO0O0B ee
JOCTHKEHUSI, ONIPEEIICHHBIX PYKOBOAUTEIEM.

OK 3. AHanu3upoBaTh pabouyr0 CUTYalHI0, OCYIIECTBIATh TEKYILIMNA U UTOTOBBIHI
KOHTPOJIb, OIEHKY W KOPPEKIHI0O COOCTBEHHOW JESTEIHHOCTH, HECTH
OTBETCTBEHHOCTb 3 pe3yJIbTaThl CBOCH pabOTHI.

OK 4. OcymecTBiaTh MOUCK HWH(OpManu, HEOOXonauMon misi  3PGEeKTUBHOTO
BBITTOJTHEHUS TPO(ECCHOHATIFHBIX 3a/1a4.

OK 5. Hcnonb3oBate  MHMOPMALMOHHO-KOMMYHHUKAIIHOHHBIE ~ TEXHOJOTHMH B
poeCCUOHAIBHON JESTEIBHOCTH.

OK 6. PaGorate B koMmaHze, 3(pPexkTUBHO oOmIaThCS C KOJUIETaMH, PYKOBOJICTBOM,
KITUCHTaMHU.

OK 7. CobmoiaTh  A€OBOW, OTUKET, KYyJIbTypy U IICUXOJIOIMYECKHE OCHOBBI
OO0IIIeHUs,, HOPMBI U TIpaBWJIa MOBEAEHUS; UCIOIb30BaTh METOMABI U CPENCTBa
J€7I0BOTO OOLIEHUSI.

OK 8. CaMocCTOsITEeIbHO ONPENENITh 331a4l MTPO(PECCHOHATBHOTO U TUYHOCTHOTO
pasBUTHs, 3aHUMATbCid  CaMOOOpa30BaHMEM, OCO3HAHHO  IUIAHMPOBATh
MOBBIIIIEHUE KBATU(DHUKAIIH.

OK 9. Cobaronate TpeboBaHMs 6€30MaCHOCTH TPYJa, MOKapHOW 6e301MacHOCTH,
CaHWTApUU U TUTHEHbI, OXPaHbI TPY/Aa.

B pesynpTaTe ocBoeHHS MpOrpaMMbl y9eOHO-TIPOU3BOACTBEHHON MPAKTHUKU
00yJaroIuics JOJKEH:

HMETb

OIBbIT: - HUCIIOJIB30BaHUA I/IH(bOpMaHI/IOHHI)IX TEXHOJIOTHI 1 Cp€ACTB OPTTCXHUKHU B
JAOKYMCHTAIITMOHHOM obecreueHUH YIPABJICHUS,
YMETh: - IIOJIB30BAaThCA HOPMAaTUBHO-METOJUYICCKUMU AOKYMEHTaMU

JOKYMCHTAIITUOHHOMY 00ecIeYeHnIO YIOpaBJICHUAA,

- I/IH(bOpMaL[I/IOHHO-I[OKyMeHTaLII/IOHHOFO obecneueHust praBJ'ICH‘-ICCKOI\/'I
HpaKTl/l‘leCKl/lﬁ ACATCIIbHOCTU B CTPYKTYPEC OpraHu3aliu,

- OpraHU30BBIBATh PAOOTY CIYXOBI JOKYMEHTAI[MOHHOTO OOCCIICUCHHS
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YIPaBJICHHUS;

- KOHCTPYHPOBATh PA3IMYHBIC BUJIBI OJIAHKOB CITYKEOHBIX IOKYMEHTOB;

- COCTaBJIIATh, PEIaKTHPOBATH u oopmIATh OpraHHU3aIOHHO-
pacTiopsANTeIbHbIC JOKYMEHTBI OpraHU3allny;

- I0JIb30BaThCs] TEPMUHOJIOTUEN JECIIOBOM peun;

- PEIAaKTUPOBATH CITYKEOHBIC JOKYMEHTHI;

- MMOJITOTABJIMBATh JIOKYMEHTHI Pa3JIMYHON CTETICHH CIIOKHOCTH;

- o0ecreuynBaTh Ka4eCTBO BBIMOIHIEMBIX Pa0oT.

3HATb:

- TEPMHUHOJIOTHUIO JI€JI0POU3BOJICTBA;

- TpeOoBaHMS K OpraHu3anuu  HH()OPMALMOHHO-IOKYMEHTAIIMOHHOTO
00CITyKUBaHUS;

- KJIACCU(PHKALIMIO CITY>KEOHBIX JOKYMEHTOB;

- eIuHble TpeOOBaHUA U MpaBuiia 0HOPMIICHHUS JOKYMEHTOB B COOTBETCTBUU C
I'OCT;

- BUABI M COCTaB OJAHKOB CIYXEOHBIX JOKYMEHTOB, TpeOOBaHMS K UX
KOHCTPYUPOBAHUIO;

- o0mmue TpeOOBaHUs K COAEPIKAHUIO TEKCTOB CIIYKEOHBIX JTOKYMEHTOB, (POPMBI
U3JI0’KEHUS TEKCTOB;

- OCHOBHBIE TIpYyHNIBl OPraHU3alMOHHO-PACHOPAIUTEIIBHBIX  JOKYMEHTOB,
OTJIMYUTEIbHBIE OCOOEHHOCTH UX 0()OPMIICHUS;

- 3Talbl COCTABJIEHUS CIYKEOHBIX JOKYMEHTOB;

- KOMIIBIOTEPHYIO TEXHMKY U COBpPEMEHHbIe HMH(POPMALMOHHBIE TEXHOJIOTUH,
NpUMEHSIEMbIE TIpU  JOKYMEHTHPOBAaHMM W  OpTraHU3alu  paboOThl  C
JOKYMEHTaMU;

- «CJICTION» NeCATHUNIAJIBIIEBLINA METO/I IICYaTH;

- TpeOOBaHUs K KaUECTBY BBIIIOJIHAEMBIX paloT.

1.2. KosmyecTBo 4acoB, 0TBOAMMOE Ha OCBOeHHE MPO(eCCHOHATIBLHOTO MOTY IS
Bcero yacos — 120 yacos.

1. CTPYKTYPA U COJIEP)KAHUE PABOYEN ITPOT'PAMMBI
YYEBHO-TIPOU3BOJACTBEHHOM MPAKTUKH
1.1.  O6bem npodeccHOHATBHOIO MOLYJISA U BH/AbI Y4eOHOMH padoThl

Konabt CymmapHbIi
npo¢eCcCHOHATBHBIX Haumenoanue pazzaenos (IIM), y06’b(13)M Obyuenue no MAK
1 001X MeXAUCUUTITHHAPHBIX KypcoB (MJIK) Harpy3KH,
KOMIIETEHITHM yac. Teop. [IpakTuy.
3aHITHIA 3aHATHN
K 1.1 IIM.01 UudpopmannoHHO-
[IK 1.6 JOKYMCHTALMOHHAA [IeATEJIbHOCTD 120 ) 120
OK1-9 MJIK. 01.01. /loxymenmayuonroe
obecneyeHue ynpagieHus

IIpome:xyTouHasi aTTeCTAlUsl — KOHTPOJIbHAs paboTa
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1.1. Coaep:xxanue padoueii nporpaMMsbl y4eOHO-NIPOU3BOACTBEHHOM

MNPaKTUKH

Kox v nanmenoBanue
npodeccHoHAIbHBIX
MOJYJIeH U TeM
y4eOHO NPAKTHKHU

Conep:kanue y4eOHbIX 3aHATHI

OcHoBbI HHPOPMAITMOHHBIX
TEXHOJIOTHil B paboTe
ceKkperapsl.

1 2

YII 01.

Y4eOHO-TPOU3BOACTBEHHAS

NMPaKTHKA

OIl.03.T.1 Texnnka 6e30macHOCTH U 0€30MMaCHOCTh TPY/A B
KOMITBIOTEPHOM KJIacce.
Opranuzanus paboyero mecta

MJIK 01.01.P. 1 OTtpaboTKa TEXHUKH MHCbMA: TUCHMO TEKCTOB Pa3TMIHON
CIIO)KHOCTH

M/IK.02.02. P.1. Odopmienue o6pasiia JOKHOCTHON HHCTPYKITHH

MJIK.01.01. P.1. CocraBienue u opopmiieHHEe HHPOPMALTMOHHO-CIIPABOYHON
JOKYMEHTaIu1

MJIK. 01.01. P.1. CocraBienune u opopMIIEeHHE OpraHU3alMOHHO-

Opranu3aiyoHHO- paciopsAUTEIbHON JTOKYMEHTAIIUN

pacropsiuTeIbHas

JOKYMEHTaIus

MJIK 02.01. P. 2 Co3zanue Mpe3eHTaluK ¢ aHUMaIlueH

IIpomexyToYHas aTTECTANMA — KOHTPOJIbHAasi padoTa

3. YCJIOBUS PEAJIM3AIIAN PABOYEN ITPOTPAMMBIYYEBHO-
MMPONU3BOJCTBEHHOM MMPAKTUKH

3.1. TpeGoBaHus K MaTepHaJIbHO-TeXHHYECKOMY 00ecre4yeHn 10

Peanu3zanus nporpaMmmsbl yueOHO-ITPON3BOACTBEHHON MPAKTUKHU MPEAIOaraeT HajJuuue
yueOHOro kaOMHeTa, OCHAILIEHHOT'O 110 BCeM TpeOOBaHHSIM O€30MIaCHOCTH U OXpaHbl TPyJa.
O6opyoBaHue y4eOHOro KaOMHeTa:

— TI0CaJOYHbIE MECTa MO KOJIMYECTBY 00yUaIOMINXCS;
— JJIGKTPOHHBIE CUCTEMBI 00y4YeHHUs (HOYTOYK/KOMIBIOTED);

— pabouee MeCTO yUHTes;

— KOMIIJICKT y‘-Ie6H0-MCTOIlI/I‘-ICCKI/IX MaTCpraJIOB U HATJISAIHBIX TOCOOUIA.

3.2. UudopManmnoHHoe odecrieyeHHe peaju3alii NporpaMmbl

3.2.1. PekomeHayeMble HCTOUHUKH
1.TOCT P 7.0.97-2016. «Cuctema cranapToB 1o nHpopManuu 6uGIMOTEeYHOMY U

u3arenbckomy jaerny. OpraHu3auoHHO-PACIOPSINTENbHAS JOKYMEeHTaIus. TpeOoBaHus K
odopmiienuto nokymeHToB» (y1B. [IpukazoB Poccranmapra ot 08.12.2016 Ne 2004-ct), TOCT P
7.08-2013 «Cucrema cTaHIapTOB IO HHPOPMAITUH, OMOTHOTEUHOMY H3AaTEIbCKOMY JIEITY.
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Jlenonpou3BoACTBO U apXuBHOE 1eno. TepMmuHbl U onpeaencuus» (yTB. [Ipukazom Poccranmapra
ot 17.10.2013 Ne 1185-ct) 1 MeToau4ecKuMy pEKOMEHIAIUSIMH I10 pa3paboTKe HHCTPYKITUI 1O
JIETIONIPOU3BOJICTBY (peliepaibHbIX OPraHOB UCTIOHUTENbHOM BiacTH (yTB. [Ipuka3om PocapxuBa ot
23.12.2009 Ne 76).

2. T'amaxop B.B. Opranuszamnusi cekperapckoro OOCITy)XKMBaHUS: YYEOHHK I CTY/I.
yapexaeHui cpes. npod. odpazoBanus. 2-e u3Md., crep. — M.: 3naTenbckuil EeHTp «AKaIeMus»,
2015. — 288 c.

3.3. O0mume TpeGOBaHNS K OPraHU3AINHU Y4eOHO-NPOU3BOICTBEHHOM MPAKTHKH
Y4eOHO-TIPOU3BOACTBEHHAS MPAKTUKA IIPOBOAUTCS 00PA30BATEIbHBIM YUPEKICHUEM C
LEJIBIO OBJIA/ICHUS 00YYAIOMMMHCA MTPO(HECCHOHATTBHBIX KOMIIETECHITHH.
Y4eOHO-TIPOU3BOJICTBEHHAS MPAKTHKA MOKET IPOBOJUTHCS B OPraHU3ALUAX, HAIIPaBIICHUE
JESTeTBbHOCTH KOTOPBIX COOTBETCTBYIOT MPOQIIIIO MOATOTOBKH 00YUYaAIOIIUXCA.

4. KOHTPOJ/Ib 1 OHEHKA PE3YJIbTATOB OCBOEHUS ITPOI'PAMMbI
YYEBHO-ITPOU3BOJACTBEHHOMU NTPAKTUKHU

OOpazoBarenbHOE YUYPEKICHHE, pPEATU3yIOUlee IMOATOTOBKY 110 y4eOHO-IIPOU3BOJCTBEHHON
MpaKTUKe, O00ECNeunBaeT OPraHM3alUI0 M TPOBEICHHE TEKYIIEr0 KOHTPOJS WHIUBUAYAIbHBIX
00pa3oBaTEeNbHBIX JOCTIDKEHUH. TeKymmid KOHTPOJIb MPOBOIUTCS yYUTEIEM B IPOLECCEe MPOBEACHUS
IpakTU4eckux pador. dopMbl U METOJBI TEKYIIET0 KOHTPOJsS pa3padaThIBarOTCsl 00pa30BaTEIbHBIM
yupexaenueM. IIpomexxyTouHas arrecTanus o yuyeOHO-NPOU3BOJCTBEHHONW HMPAKTUKE HMPOBOJIUTCS B
(opMe MpaKTUYECKON KOHTPOJIBHOM pabOThlI.

Pe3yabTaThl (0cBOEHHBIE OcHoBHbIE MOKa3aTeIH ®opMbI U METOAbI
npogeccuoHaIbHbIE OLICHKH Pe3yJ1bTATOB KOHTPOJISA ¥ OLCHKH
KOMIIETEeHI[MH)

IIK 1.1. Cocrapnsts, - VMeHue KiaccupuIupoBarh - HabJtoIeHKE U
penaKTUPOBaTh U 0QOPMIISAThH JOKYMEHTHI 110 IpyTIaM; OLIEHKa MpH
OpraHHU3alOHHO- - YMEHHE COCTABIISATD, BLIOJIHEHHH
pacnopsAUTENbHYIO penaKTUpOBaTh U OPOPMIIATH MPAKTHYECKHX PaBoT.
JOKYMEHTAIUIO, CO3aBacMyO B JIOKYMEHTALUIO C
OpraHM3aIiu, COTJIacHO MCIIOJIb30BaHUEM PA3JINYHBIX
tpeboBanusm 'OCTa no BHUJIOB OPI'TEXHUKH.

0(OpMIIEHHUIO IOKYMEHTOB C
MCIOJIb30BaHUEM COBPEMEHHBIX
BUJIOB OPTaHU3AIMOHHON TEXHHUKH.

IIK 1.5. BemmonuaTs - YMeHHe BBIITOIHATE - HaOJIFO[IeH1E U
MAaIIHHOMUCHBIE PAaOOTHI JOKYMEHTBI Pa3IMYHOM CTENEHH | orenka npu
Pa3IUYHOM CTETICHU CIIOKHOCTH. CJIOJKHOCTH, e —

- YMEHHE 00ecrieunBaTh
Ka4eCTBO BBIITOJIHSIEMBIX padoT;
-yMEHUE BBOJIUTH TEKCT
«CTICTIBIMY JIECATHTIATBIICBBIM
METOJIOM ITeYaTH.

MPaKTHYECKUX padoT.
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@DOopMBI U METO/IBI KOHTPOJISI U OLICHKHU Pe3yJIbTaTOB 00yUeHUs JOKHBI TIO3BOJISATh
MIPOBEPSTH Y O0YYAIOMIUXCS HE TOJIBKO CPOPMUPOBAHHOCTD MPO(PECCHOHATBHBIX KOMIETEHIIHH, HO
U pa3BUTHUE OOIIMX KOMIIETEHIIUI U 00eCIIeYNBAIOIINX UX YMEHUMH.

Pe3yabTarhl (OCBOCHHBIE OcHOBHBIE TOKA3aTeJH ®opmMbI U METOABI
npodeccuoHaJIbHbIE OLIEHKH Pe3yJbTATOB KOHTPOJISI U OLIEHKH
KOMIIETEHIIMH)
OK 1. Ilonumatrsh CYIIHOCTb H | - $IBHO Bpra)KCHHBIfI HHTEpEC K - HaOJIIoIeHUE U
COLMAIBHYIO 3HAa4YMMOCTb CBOEH | mpodeccuu cekperaps; OIICHKA MPHU
Oymymie npodeccuu, MPOSBIATH K | - aKTHBHOCTh, HHUIUATHBHOCTD | primo o,
HEW YCTOMYUBBIN UHTEPEC. B IIpoLiecce OCBOCHE/ISI MPAKTHYECKHX PaGOT.
po¢eCCHOHAIBHON
JIeITeIIbHOCTH,
- HAIMYHE II0JIOKUTEIIbHBIX
OT3bIBOB
OK 2. OpFaHI/IBOBI)IBaTI) - HpaBI/IHLHHﬁ BbI60p ul - HaOJIIOJICHUE U
CO6CTB€HHYIO ACATCIBHOCTD, | IPUMCHEHHE cr10co00B pemeHus | OLCHKa IIpHU
UCXONd U3 LEeNM U Ccroco0oB ee HpO(l)eCCI/IOHaJII)HI)IX CHTyauHﬁ B | BBIMOJIHEHUN
JIOCTHIKEHMUS, OIPEAEIEHHBIX | 00JIaCTH COCTaBJICHUS u IIPaKTHYECKUX PaboT.
PYKOBOAMUTEIIEM. opopmnenus OP/L;
- IpaBUJIbHAS
IIOCJICIOBATEILHOCTh

BBIIOJIHEHUSI TENUCTBUN Ha
MPAKTUYECKUX 3aHATHUSIX U BO
BpeMsl Y4eOHOM MPaKTUKH.

OK 3. AnanusupoBatb pabodyro - AJIEKBaTHOCTb OLIEHKU | - HaOII0/IeHue U
CUTYAIHIO, OCYILECTBIISATh CHTyalllh B COOTBETCTBHH C| oIieHKa IpH
TEKYLIUI 1 NTOTOBBIA KOHTPOJIb, MOCTaBICHHBIMUA ~ LEAMH M | prioonmar..

OLEHKY M KOPPEKLUIO 3ajjauaMu yepes BBIOOp IPAKTHYCCKAX PaGOT.
COOCTBEHHOM J€ATENbHOCTH, HECTH | COOTBETCTBYIOIIMX MAaTEpUAJIOB;

OTBETCTBEHHOCTb 32 PE3YJbTAThI - CaMOCTOSITEJIbHOCTh TEKYIIETO

CBOEH pabOTHI. KOHTPOJISI U KOPpPEKTHPOBKa, B

npeaenax CBOMX KOMIIETEHIIHM,
BBINOJIHSAEMBIX PaloT;

- IIOJIHOTA MPEJACTAaBICHUM 3a
MIOCJIEACTBYSI HEKAUYECTBEHHO H
HECBOEBPEMEHHO BBINIOJIHEHHON
paboThI;

- appexTuBHAS
caMmocTosiTeNnbHas paboTa nmpu
U3y4YeHUH MPO(PECCHOHATBHOTO

MOJYJISI.
OK 4. OcymiecTBasSTh OUCK - OnepaTuBHOCTH MOUCKA - HaOJIIOICHHE U
nH(popManuu, HeOOXOIUMOM ISt HeoOxoauMon nH(popMaIy, OLIEHKA HpH
3¢ (HEeKTUBHOTO BHITIOTHEHUS obecrnieunBaroiell Haudosee BEINOTHEHHH
po¢eCCUOHABHBIX 3a71a4. OBICTpOE, TTOJTHOE U IpAKTHYeCKAX paGoT.

3¢ (heKTUBHOE BBHIMOTHEHUE
poQ)eCCHOHANIBHBIX 33]1a4;
- BJIaJICHUE PA3JINIHBIMH
crocobamu MoucKa
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nHpopMmanuu;

- aJICKBaTHOCTb OLIEHKU
MOJIE3HOCTH UHPOpMAIUH;

- HCIIOJIb3YEMOCTb HalICHHOM
ISt paboThI HH(pOpPMAIIUY B
Pe3yJIbTATUBHOM BBIITOJHEHUH
npodeccuoHaNbHbIX 33134, IS
npo¢eCCHOHATIBHOTO POCTa U
JUYHOCTHOTO Pa3BUTHUS;

- CaMOCTOSITEIbHOCTh TIOUCKA
uH(pOpMaLIUU IPU PEeLICHUN
HETHUIIOBBIX MPO(PECCHOHATBHBIX
3ajad.

OK 5. Hcnone3oBanue
MH(POPMAIIMOHHO-

KOMMYHHKAIIUOHHBIX TEXHOJIOT UM

B IIpO(heCcCHOHATIBHOM
JEATEILHOCTH.

- YCTOMYMBOCTh HABBIKOB

3¢ (HEKTUBHOTO HCIIOJIb30BAHHUS
coBpeMeHHbIX UKT B
npodeccuoHanbHOMI
JIeATEIbHOCTH;

- IPaBWJIBHOCTh U

3¢ (HEeKTHBHOCTH PEIICHUS
HETUIOBBIX MPO(HECCHOHATEHBIX
3a/1a4 C MPUBJICUCHUEM
CaMOCTOSITEJIbHO HaliIECHHON
uH(popMaLuu;

- ucnosb3oBanue KT B
0(OpMIIEHUH PE3YJILTATOB
CaMOCTOSITENIbHOU PabOTBHI.

- HaOJIFOIeHUE U
OLICHKA MPH
BBITTOJIHEHUH
MPAKTHYECKUX padoT.

OK 6. Paborats B KOMaH€E,

3¢ PexTUBHO 00IIATHCS C

KOJUICTaMH, pyKOBOACTBOM,

KIIMCHTaMMU.

- CTeneHp pa3BUTUA U
YCHEITHOCTh TPUMCHCHHS
KOMMYHHKAITHOHHBIX
CIIOCOOHOCTEH HA MPAKTUKE;

- OJIHOTA, [IOHUMaHUE U
YETKOCTh MPEJICTABICHUH TOTO,
YTO yCHEUHOCTb U
Pe3yJIbTATUBHOCTH
BBITIOJTHEHHON paOOThI 3aBUCUT
OT COTJIACOBAHHOCTH JICHCTBHI
BCEX YYaCTHUKOB KOMAaH/IbI
paboTarmuX;

- BIaJICHUE CII0CO0aMHU
0€CKOH(MIUKTHOTO OOIICHHS 1
CaMOPETYJISIIINH B KOJUIEKTHBE;
- COOJTIOZICHUE TIPUHIIUTIOB
poeCCHOHAIIBHON STUKH.

- HaOJIIoJIeHHE U
OLIEHKa MPHU
BBITTOJTHEHHH
MIPaKTUYECKUX padoT.

OK 8. CoOmonars
JTHKET, KYJbTypy
IICUXOJIOTUYECKHE

EITIOBON
u
OCHOBEI

- Bnagenue repmMuHonoruen
JIeJIOBOU peuy;
- YMEHHE MOJIb30BaATHCS

- HaOIIOeHUE U
OIICHKA MPH
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OOmICHMs, HOPMBI ¥  TPaBHJIA | COBPEMEHHBIMHU CIIOBAPSIMH H BBITIOJIHCHUH
MOBE/ICHUS; UCIIOIB30BaTh METObI | CIPABOYHBIMU U3IaHUSMU IO IIPAKTHYECKUX PadoT.
U CPEJCTBA JI€JI0BOT0 OOIIECHHUS. PYCCKOMY SI3bIKY U

MPAKTUYECKON CTHIIUCTHKE;

- JoTU4ecKast

MOCJIe0BATEIHHOCTh

NOCTPOCHHS O(PUITHATIEHO-
JICJIOBBIX TEKCTOB JIOKYMEHTOB.

OK 9. CamocTosTeNbHO - Opranu3zanus NpakTUYeCKUX - HaOJI0IeHNE U
ONpEeIEATh 3a1a41 3aHATUHI NPU U3YYEHUU OILICHKA IPH
npodeccHoHATLHOTO U pohecCHOHATTLHOTO MOJTYJIS. BEIOTHCHNN
JIMYHOCTHOTO Pa3BUTHS,
MPAKTHUYECKUX padoT.
3aHUMAThCA CAaMOOOPa30BaHUEM,
OCO3HaHHO IUIAHUPOBATh
MOBBIIICHUE KBATA(DHUKAIIHH.
OK 10. Cobmronate TpeOOBaHUS - CoOmroieHre TEXHUKHU - HaOJIFO[IeHUE U
0€e30I1aCHOCTH TpyAaa, HO)I(apHOﬁ 0€30I1aCHOCTH. OLIEHKA IPU
0€30MacHOCTH, CAHUTAPUHU U BBINOIHEHHH
TUTHEHBI, OXPaHbl TPY/Ia.
» OXP pya MPAKTHUYECKUX padoT.
4.1 3BAJAHUE IS DK3AMEHYIOLET'OCHI.
HNucrpyknus
BrumatenbHO IpoyUTaiiTe 3a]aHuUE.
Br1 MmoxeTe Bocnionb3oBaThcsi 'OCTom
Bpewms Beimonnenus 3aganusg — 40 MUHYT
3ananue
Buaer Ne 1
4. Cocmasums cnpaeky o nonareepxaeHun ¢akra obyuenus B CIIOT crynentku(ta)

crenuanbHOCTH «JlOKyMeHTallMOHHOe oOecreueHre YNpaBlIeHHs M apXuBOBeAeHue». Pacneuarats,
YA0CTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, epeaarh Mo (pakCUMHUIBHOU CBSI3U.

5. Ogopmums npukaz 6 coomeemcmeuu c 'OCTom:

JenaprameHT 00pa3oBaHus, KyJabTypbl U ciopTta. [IpodeccuonansHo-rexHndeckoe yuumume Ne 10
I[TPUKA3 Ne 34 or 13.10.11 1.

[Iepmb

O Mepax No YIy4IIEHHIO COCTOSIHHA paboThl MO CTaHJApTH3AlMM M METPOJOTHMH B  y4eOHBIX
MacTEpCKHUX YUMIMILA

B mensx ymydiieHus cocTOsSHUS pa0OT MO CTaHIAPTHU3AMM U METPOJIOTUH, TIyOOKOMY H3yUEHUIO
CTaHJapTOB B IporpamMmax CHELIUCHMIUIMH «TexHuueckoe uepueHue», «UrTeHue ueprexen» u
00s3aTeNIbHOMY COOJIIOJIEHUIO CTAHJIAPTOB Ha BBIMYCKAEMYI0 B Y4E€OHBIX MAacTEPCKUX HPOAYKIIHIO
[MPUKA3BIBAIO: 1. IlpenogaBanue mnpeaMeroB «UTeHHE depTek e» M «TEXHHUYECKOE YEepUCHHE»
BecTH ¢ 00s3aTenbHbIM puMeHeHneM ['OCToB. 2. Beimenuts 3 KypcoB «CHENTeXHOIOTHS» U
«YCTpoiicTBO U peMOHT aBToMoOMIei» B rpynmax DM u [IM Bompockl METpOiOruu, JOMYCKOB H
MOCaJIOK B OTHENbHBIA mpenMmeT «Jlomyckum W TexHWYeckne u3MepeHus». 3. Kommccnu 1o
cTaHzapTu3auuu u merposoruu: 3.1. J[Ba pasa B roJ NpOBOJUTH NMPOBEPKY COCTOSHUS BHEAPEHUS U
COOJTFOJIEHHsI CTaHAAPTOB B YYEOHBIH W TMPOW3BOJICTBEHHBIN mporecc. 3.2. OOecrnednTh MPOBEPKY
rpadu4ecKrux ¥ MUCbMEHHBIX 3K3aMEHALMOHHBIX Pa0OT Ha COOTBETCTBUE MX O(OPMIICHUS CTaHIapTaM,
U3YYEHHBIM B TeueHuu roga. 3.3. OOecreunTh 3aKka3, MOJy4EHHE, YYeT M XpaHEHHE CTaHAapTOB Ha
BBIITYCKaeMyI0 IPOAYKINIO B y4eOHBIX MacTepckux. 4. KOHTpOIb 3a HCIIOJTHEHNEM NpUKa3a BO3JI0XKUTh
Ha cTtapurero macrepa yurimma B.B. Hukonaesa

Hupexrop yunnuma FO.H. Ilenkun

6. Odhopmnenue mexkcma oenoeoit 0okymenmayuu coznacrno I'OCTy.
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BrimonHenue 3aganus mo pasBUTHIO ObicTpoil medat Ha [IK ¢ momoIipio HaBbIKa «CJETOTO»
JECSTUNAIIBLEBOTO METOAA.

Busaer Ne 2
4, Cocmaseums cnpaeky o mnonarBepxkacHun ¢akra oOyuenus B CIIDT crynenTku(Ta)
CHEIHUABHOCTH «J[OKyMEeHTallMOHHOE OOeclieueHue yIpaBleHUsT U apXUBOBeIeHUE». Pacmedararts,
YAOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, nepeaarh o (hakCUMHUIBLHOM CBSI3U.
5. Odopmums npuka3z 6 coomeemcmeuu ¢ ' OCTom:
HayuHno-uccnenoBaTenbCckuii MHHCTUTYT PHIOHOTO X03siiCTBa
[TPUKA3 Ne 22 ot 23.12.2011
Mocksa
O miane Hay4YHO-UCCIIEIOBATEIbCKUX, METOIUYECKUX U HayuyHO-aHaIuTHYecKuX padbot Ha 2002 rox.
B cBs3u ¢ yrBepkneHuemM OObeIMHEHHWEM MO PYKOBOJCTBY Hay4HO-TEXHHUYECKOW HH(popManuei u
npornarangoi B P® r1uiaHa Hay4YHO-HCCIEIOBATEIbCKUX, METOAMYECKHX W HAyYHO-aHATUTHYCCKHUX

pabot Ha 2012 ron

ITPUKA3BIBAIO:

1. YTBepauTh:

. Hay4YHbIMU PYKOBOJUTENSIMU Hay4yHO-UccienoBarenbckux tem: I'puropsu U. B., [lynaesa U.
M., HoBukosga 1O. b.

. pykoBogutensasMu Metoaudeckux tem: [lerposy JI. A., Cunopoy M. A., Illykuny M. C.

. PYKOBOJIUTENSIMU HayyHO-aHaIUTU4YeckuX padoT: MBanoBy H. A., UBanosy O. B., Mutuny O.

I'., Cmupnosy 1. C.
2. HaydHoe pyKOBOJICTBO Hay4YHO-aHATUTUYECKHUMH paOOTaMU BO3JIOKUTH HAa 3aMECTUTEINS JUPEKTOpa
uHcrutyta Penpkuna B. U.
4. 3aBenyrommm oTaenamu u pykopogutensMm tem 10 10.01.2002 3ak0HUUTH COCTaBICHUE TEXHUUECKUX
3a/laHuil U TIIaHOB-TPAPHUKOB, COTTIACOBATH UX C PYKOBOAMUTEISIMU OTIEIIOB.
5. KonTponp 3a UCHOTHEHHEM MpHKa3a BO3JaraeTcsl Ha 3aMECTUTENs AUPEKTOpa MO HAaydyHOU pabote
ITaBnosa B. H.
Hupexrop nuncruryra B. @. CosnoBbeB
6. Ogopmnenue mekcma 0enoeoii 0oKymenmayuu coznacrno I'OCTy.
Brimonnenue 3ananus mo pasButHio ObicTpoit medatu Ha [IK ¢ momompio HaBbIKA «CIETOTO»
JIECATUTIATIBLIEBOTO METO/IA.

Buser Ne 3
4. Cocmasums cnpagky o mnonreepxiaeHuu ¢akra obyuenus B CIIOT crygentku(ta)
CHEIHUAIbHOCTH «/loKyMeHTalnoHHOe oOecreueHue yIpaBleHUs U apXuBOBeneHue». Pacmeuararts,
YAOCTOBEPUTH COOTBETCTBYIOIUM 00pa3oM, epeaaTh mo (hakCUMHUIBLHOM CBSI3U.
5. Ogopmums npukaz 6 coomeemcmeuu c 'OCTom:
JlemaptameHT 00pa3oBaHus, KyJIbTyphl U CIIOpTa
IIpuka3s
23.10.2011 Ne 800
MockBa
O BBeZIeHHUH B JICHCTBHE BPEMEHHOIO MOJIOKEHHUS O IETCKUX JJOMaX CEMEHHOI0 TUIIa
B mensx Oojee MIMPOKOTO pacmpoCTpaHEHUs MAETCKHX JOMOB CEMEMHOro THMa KaKk OIHOW U3
NPUOPUTETHBIX (POpPM yCTpOHCTBA AETEH-CUPOT W JETeH, OCTaBIIMXCS Oe3 MOMeueHUs poJuTelNeH,
MO3BOJIAIOIIECH MAaKCUMATbHO MPUOIU3UTE YCIOBHS UX BOCIIUTAHUS K CEMEHHBIM
[TPUKA3BIBAIO:
1. Brectu B aeiicTBue BpeMeHHOE MOTOKEHHE O AETCKUX IOMaX CEMEMHOTO THUTIA.
2. Opranam yIpaBJIeHUs HAPOAHOTO OOPa30BAHMS:
2.1. OOecreunTh CBOEBPEMEHHOE BBISBICHHE M YYET JIETCH, IMOJJICKAIINX HAIPABICHUIO B JCTCKUE
noma cemeiHoro tuma. [IpuBiekaTh K 3TOM paboTe OOIIECTBEHHBIX HHCIEKTOPOB IO OXpaHE TMpaB
HECOBEPIICHHOIETHHUX.
2.2. OpraHu30BaTh POIUTEIAM-BOCIIHTATEISIM CTAXKHPOBKH B YUPEIKACHHUSIX JIJIS IETESH-CHPOT U JIeTEH,
OCTaBIIUXCSI 0€3 MOMEUYCHUS POTUTENCH.
3. KoHTponp 3a UCHOTHEHHEM MAHHOTO TMpHKa3a BO3JIOXKUTh HA HAdaJdbHUKA OTAENa OXpaHbl IMPaB
HECOBEpIIIeHHONIEeTHUX [lenapTamenTa obpazoBanust A.A. AHIpeeBa.
3aMm. HayanpHUKA [lemapTamenTa oOpasoBanus [[.A. FOpkos
6. Odopmnenue mexkcma oenoeoit 0oxymenmavuu coanacruo I'OCTy.



69

BrimonHenue 3agaHus 1Mo pas3BUTHIO ObIcTpoil mevatd Ha [IK ¢ moOMOIIbI0 HaBBIKA «CJIETIOTO»
JECSTUNAIIBLEBOTO METOAA.

Buner Ne 4
4, Cocmaseums cnpaéky o mnoarBepxkacHuu ¢akra oOydenus B CIIOT cryneHTku(ta)
CHeUHaTbHOCTH «JlOKyMEHTAIlMOHHOE oOecreueHue YINpaBlIieHHs UM apXUBOBEICHHE». Pacreyararts,
YZIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, Nepeaarsb 1o GakCUMUIbHOMN CBS3H.
5. Odopmums npuka3z 6 coomeemcmeuu ¢ ' OCTom:
JenaprameHT 00pa3oBaHus, KyJabTypbl U ciopTta. [IpodeccrnonanbHo-Texunyeckoe yuumuie Ne 3
[TPUKA3 Ne 39 ot 13.10.11 r.
Cankr-IlerepOypr
O Mepax Mo yIJIydIIEHUIO COCTOSHUS Pa0OThI MO CTaHIAPTU3ALUN U METPOJOTHH B Y4EOHBIX
MacTEepPCKUX YUMINIIA
B mensx ynmydiieHus cocTOSHHS pabOT MO CTaHJAPTH3AIMH M METPOJIOTHH, TITyOOKOMY H3yUYCHHIO
CTaHJApTOB B IIpOrpamMmax cHeLJUCUUIUIMH «TexHudyeckoe uepueHue», «UTeHue ueprexei» Hu
00s13aTeIbHOMY COOJIIOIGHUIO CTaHJIAPTOB Ha BBHITYCKAEMYI0 B Y4YEOHBIX MACTEPCKUX IPOTYKIIHIO
[TPUKA3BIBAIO: 1. I[IpenogaBanue mnpeameToB «YUTeHue depTeKel» M «TEXHHUUECKOE YEePUCHHE»
BecTH ¢ o0s3aTenbHbIM npuMeHenneM ['OCToB. 2. Beinenuts 3 KypcoB «CHENTEeXHOIOTHS» U
«YCcTpoiicTBO U peMOHT aBToMoOmiei» B rpynnax OM u IIM Bompockl METpOiOruu, JOMYCKOB U
MOCaZOK B OTHENbHBIA mpenMmer «Jlomyckum W TexHUYeckne u3MepeHus». 3. Kommcenu 1o
CTaHJapTH3anuu 1 Metpojoruu: 3.1. J[Ba pa3a B roa NpoBOAMTH NMPOBEPKY COCTOSHUS BHEIPEHUS U
COOIIIOJIEHHsI CTaHAAPTOB B YYEOHBIH W MPOM3BOJACTBEHHBIN mpomecc. 3.2. OOecrneduTh MPOBEPKY
rpadM4ecKruX ¥ MMCbMEHHBIX 3K3aMEHAIMOHHBIX Pa0OT Ha COOTBETCTBUE X O(GOPMIICHHS CTaHIapTaM,
W3YYCHHBIM B TeueHuHW roga. 3.3. ObecrieunTh 3aKka3, MOJYYCHHE, YUET M XPAHCHHE CTaHIapTOB Ha
BBIITYCKaeMY0 IPOAYKIHIO B y4eOHBIX MacTepckux. 4. KOHTpOIIb 32 HCIIOJHEHUEM MPUKa3a BO3JI0XKUTh
Ha cTtapurero macrepa yuwimma B.B. Hukonaesa
Hupexrop yunnnia A.W. 1iBanos
6. Odhopmnenue mexcma oenogoit 0okymenmayuu coenacho 'OCTy.
Boinonnenue 3anaHus 1no pa3Butuio ObicTpoil medatu Ha IIK ¢ mOMOIBIO HaBbIKA «CIIEIIOTO»
JECATUNAIBLIEBOIO METO/IA.

Buser Ne 5
4. Cocmasums cnpagky o mnontBepxkaeHun (axra obydenuss B CIIOT crymeHTku(Ta)
CHEIHUAIbHOCTH «/{oKyMeHTalnoHHOe oOecreueHue ynpaBleHUs U apXuBOBeneHue». Pacmeuararts,
Y0CTOBEPUTH COOTBETCTBYIOLUM 00pa3oM, epeaarh Mo (pakCUMHUIBHOM CBSI3U.
5. Odropmums npuxkaz 6 coomeemcmeuu c FOCTom:
CoBMecTHOE MpeanpusITHE « IKOH»
[Ipuka3
12.11.2011 Ne 399-y
IOxH0-CaxanuHck
006 06pazoBaHNM IOPUIUUECKOM CITyKOBI
B nensax ynydineHus opraHu3aliiOHHO-IIPABOBOIO 0OECIIeUeHUs AESITEeIbHOCTH MPEANPUATHS, 3alIUThI
€e MHTEepecOoB M OKa3aHus paOOTHHUKAM COOTBETCTBYIOIIEH KOHCYJBTAllMOHHOM IOMOUIM IO
IOPUJIMYECKHUM BOIIPOCAM, BO3HUKAIOIIUM B MPOLIECCE UX OCHOBHOU PabOTHI
[NTPUKA3BIBAIO:
1. Hauanbnuky otaena kagpos K.JI. JleBuyk obpa3oBath ropuanyeckyto ciayx0y k 01.02.2012 B
COCTaBe:
I'maBHOTO 1OpUCKOHCYNIbTAaHTa- 1 MITaTHAS €AUHUILIA
IOpuckoHcynpTanTa 110 PUHAHCOBO-XO3SIICTBEHHOM NESITEIBHOCTH- | IMITaTHAS €UHUIIA
IOpuckoncynbsTanTa 1Mo padore ¢ nmepconaioM- 0,5 mrTaTHON eIMHUAIIBI
2. T'maBHOMY topuckoHCYIbTaHTy A.Il. CremaHOBY pa3paboTaTh W MPEACTaBUTH HA YTBEPIKICHHE
JTUPEKTOPY MPOEKT-TIOJI0KEHHS O Iopuandeckoit cimysxoe xk 10.07.2001.
3. KoHTpomb 32 BBHINOJIHEHNEM HACTOSILEro MPHKa3a BO3JIOKHUTH HA 3aM. AUPEKTOPA MO IOPUIUMYECKUM
BornpocaM B.E. benkuHa.
Hupexrop npeanpustus A./l. Uropkun
6. Ogopmnenue mekcma 0enoeoii 0okymenmanyuu coznacrno I'OCTy.
BrimonHenue 3aganus no pa3BuTHIO ObicTpoid mevatd Ha [IK ¢ moMomipio HaBBIKA «CIIETIOT0»
JECSTUNAIIBLIEBOTO METOA.
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Buaer Ne 6

4. Cocmasums cnpagky o mnonreBepxkneHuun ¢akra obOyuenus B CIIOT crygentku(ra)
CHEeIMAIBbHOCTH «/J[oOKyMeHTalnOHHOe oOecreueHue yIpaBlieHUS U apXuBoBeneHue». Pacmeuararts,
YIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa30oM, Mepeaarsb 1o pakCUMUIBHOMN CBS3H.
S. Ogopmums npukaz 6 coomeemcmeuu c 'OCTom:
JlemaprameHT 00pa3oBaHus, KyJIbTYpPhI H CIIOPTa
ITpuka3 Ne 37 ot 25.02.2011
HOxn0-CaxanuHck
OO0 oTKpBITHH 0011I€00pA30BATEIBHBIX IIIKOJI HOBOTO THITA
B nensax co3ganusi OIaronpusTHBIX YCIOBHH AJIE PA3HOCTOPOHHETO PA3BUTHUS YYAIIUXCS W PaHHEH
pohecCuOHANBHOM MOATOTOBKU UX K OIpPEIeIeHHOMY TPYA0BOI U OOIECTBEHHOM AESTeTbHOCTH U Ha
ocHoBaHuu npukaza Ne 245-y or 12.09.1996 Munucrepcrsa oopazoBanus PO
[TpukassiBaro: 1. OTkpeITh ¢ 01.09.2012 B r. KOxHO-CaxanuHcke caeayroue mKoyibl HoBoro tumna: 1.1.
O0bmeobpa3oBareIbHyI0 THMHA3MI0 B cocTaBe 1-11 kimaccoB Ha 6a3ze cymiecTByronmx mkom Ne 56, Ne
89, Ne29; 1.2. obmeoOpa3oBaTebHbIC JUIIEH B cocTaBe 8-11 kaccoB Ha 0a3e CyIIeCTBYONIUX KO No
41, Ne 61. 2. IlpucBowTh IIKOJAM HOBOTO THIIA CICAYyIOIIHEe HauMeHoBaHws: 2.1. cpenmHss
o0meoOpa3oBaTelibHas IIKOJIAa-TUMHA3Ms, 2.2. CpeaHss oOuieoOpasoBaTelibHas IIKOJA-JIHICH. 3.
[IpoBoaMTH OKCHEpPUMEHTATIbBHYI0O pPabOTy B Tpenenax CMET, BbIIEIsAEMbIX MUHHUCTEPCTBOM
o0OpasoBaHwUs.
Hauanpuuk [denapramenTa oOpa3oBanus, KyiabTypsl u criopta .. Banos
6. Odhopmnenue mexcma oenosoit 0okymenmayuu coenacho 'OCTy.
Boinonnenue 3amaHus no pasButuio ObicTpoil medatw Ha [IK ¢ momomipio HaBbIKa «CIEHOTO»
JECSATUNAIIBLIEBOIO METO/IA.

Bbujaer Ne 7
4. Cocmaeums cnpasky o moxarBepxkaennn ¢akra oOydenus B CIIOT cryaentku(ta)
CHEeIHUalbHOCTH «J[oOKyMeHTalmoOHHOe oOecreueHue ynpaBlieHUST U apXuBoBeneHue». Pacmeuararts,
YAOCTOBEPUTH COOTBETCTBYIOLUM 00pa3oM, epeaarh 1o (pakCUMHUIBHOU CBSI3U.
S. Odropmumes npukaz 6 coomeemcmeuu c 'OCTom:
3aB0oJ] METAITIOKOHCTPYKIIHA
[Tpuka3s r. XabapoBck
16 mapra 2011 Ne 184
OO0 opranu3anuy 3aHATHHA MO MOBBIIIECHUIO KBATHPUKAITUU
B cootBercTBUU ¢ Y CTaBOM MpeANpPUATHS
MIPUKA3BIBAIO:
OpPTaHHW30BaTh Ha 3aBOJIC TPEXMECSYHBIC KYPCHI 110 TMOBHIIICHUIO KBAUTH(OUKAIIMA PYKOBOISIIUX U
MH)XEHEPHO-TEXHUYECKNX paOOTHUKOB IO MpHJIaraeMoi mporpamme KypcoB Ha 48 yueOHBIX 4acoB;
YTBEPAUTH KOHTHHIEHT pAaOOTHUKOB COTJIACHO MPUIIAaraeMOMY CIIHCKY;
YCTaHOBUTH JHH 3aHITHIA Ha Kypcax

BTOPHUK - ¢ 18%0 50 20%
MSATHUTIA - ¢ 17% 50 19%

KOHTPOJIb 332 paboTO# 3aHATHII U 00Iee METOINYECKOE PYKOBOJACTBO BO3JIOKHTH Ha TJIABHOTO
unxenepa B.C. Apxunosy.
Hupexrop 3aBoma A.1 Edppemon
6. Odghopmnenue mexcma oenogoit 0okymenmayuu coznacrho 'OCTy.
Brimonnenue 3amanus mo pa3BUTHIO ObIcTpoii meuaTu Ha [IK ¢ MOMOIIBIO HaBBIKA «CIIETIOTOM
JECATUNANIBLIEBOIO METO/IA.

Busaer Ne 8
4. Cocmasums cnpagky o mnonteepxiaeHun (akra obOydenuss B CIIDOT crymeHTku(Ta)
CHEeHUaIbHOCTH «J[oKyMeHTalnoHHOe oOecreueHue yIpaBleHUs U apXuBoBeneHue». Pacmeuararts,
YAOCTOBEPUTH COOTBETCTBYIOIIUM 00pa3oM, epeaaTh mo (HhakCHMHUIBLHOM CBSI3U.
S. Ogopmump npukaz 6 coomeemcmeuu c 'OCTom:
XabapoBCKUII MOHTAKHBIM KOJUTEIK
ITpuka3z Ne 170-y ot 2.10.11
O coznanuu 1eHTpa MHPOPMALIMOHHBIX TEXHOJIOTUI
CorymacHO  pelIEHUIO MEAarornyeckoro CcoBera, ¢ Ledblo  3(P(EKTUBHOIO  HCMOIb30BAHUS
BBIUMCIUTENbHON TEXHUKU MPUKA3bIBAIO:
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13. Co3natp Ha 6a3e kabunera nHpopmatuku Llentp nndopmarmonnsix Texnonoruit (LIAT).
14. Vreepauth mrat AT B konuuecTBe 3 equHULIL:

. pykoBoautenb LIUT — 14 pa3psin nmo ETC

. 3aB. naboparopueit — 12 TapudHblii pa3pss

. umxenep — 11 rapudublii paspsn

15. BHecTn u3MeHEHHUs B LITATHOE PACIMCAHUE KOJLUIEIKA.

16. Omnaty Tpyna padotHukoB LIUT npousBoauTs B ipenenax GpoHa 3apabOTHOM IIaTHI.
JupekTop KoyteKa A.C. IIpuBanoB

6. Ogopmnenue mexcma 0enoeoii 0oKkymenmayuu coznacrno I'OCTy.

Boinonnenue 3ananus no pasButuio ObicTpoit nedatu Ha [IK ¢ momolipio HaBbIKAa «CIETOrO»
JECSTUNAIIBLIEBOTO METO/IA.

Buser Ne 9
4, Cocmaseums cnpaeky o mnoarBepxacHun ¢akra oOyuenus B CIIDT crynenTtku(Ta)
crenuanbHOCTH «JlOKyMEeHTallMOHHOe oOecreueHne YIpaBlIeHHs M apXuBOBeaeHue». Pacneuarats,
YAOCTOBEPUTH COOTBETCTBYIOIUM 00pa3oM, Mepeaarh o (hakCUMHUIBLHOM CBSI3U.
5. Odropmums npurkaz 6 coomeemcmeuu c 'OCTom:
OO0I111eCTBO ¢ OTpaHUYCHHOM OTBETCTBEHHOCTHIO "Bect"
[Ipuka3
Ne 76 ot 12.03.2010
OxH0-CaxanuHck
O BBegenuu MHCTpYKIKU TIO JEIONIPOU3BOJICTBY
B nmemsix coBeprieHCTBOBaHUSI pabOTHI C JOKYMEHTAaMH Ha TIPEANPHUATHU U O0ECIIEYCHUU HX
COXPaHHOCTH MPHUKA3bIBAIO:
1. VTBepaute MHCTpYKIMIO 1O €I0IPOU3BOJICTBY.
2. Beectu B aeiictBue MHcTpyKiuio o aenonpousBoactsy ¢ 1.04.2011 r.
3. BeeM cTpykrypHbIM noapazaenenusm u cotpyanukam ¢ 01.04.2011 pykoBoAcTBOBaTHCS MpaBUIaMU
paboThI C TOKyMEHTaMHU, 3aKpeTJICHHBIMU B MIHCTPYKITMU 1O JIEI0NPOU3BOACTBY.
4.Cexkperapro-pedepury A.M. MIBaHOBOI COBMECTHO C 3aBEAYIOUIUM KOMHPOBAIbHO-MHOXKHTEIHHOM
cayx06o0it I'. O. IlerpoBbiM oOecrneunTh THpaxupoBaHue MHCTPYKIMU MO AETONPOU3BOACTBY U €€
nepeaavy B CTpykTypHble npeanpustus 1o 1.04.2004
5. KoHTponp 3a BBIIOJIHEHWEM HACTOSIIET0 IpUKa3a BO3JOXKUTh Ha 3aMECTUTENsSl JUpPEKTopa
npennpustus 1. A. Eroposa.
Hupexktop M. A. Cumopos
6. Odhopmnenue mexcma 0enosoit 0okymenmauuu coznactuo I'OCTy.
Brimonnenue 3amanHus 1mo pa3BuThi0 ObIcTpoil medatu Ha [IK ¢ moMomipi0 HaBbIKa «CIEMOTO)
JECATUNAIBLIEBOIO METO/A.

Buaer Ne 10
4. Cocmasums cnpasky o mnonrBepxaeHun ¢akra oOyuenuss B CIIOT crynenTku(ta)
cnenuanbHOCTH «JlOKyMEeHTaIllMoHHOe oOecrieueHre YIpaBleHHs M apXHBOBEICHHE». Pacriedarats,
YAOCTOBEPUTH COOTBETCTBYIOIIUM 00pa3oM, epeaaTh mo (HakCUMHUIBLHOM CBSI3U.
5. Ogopmums npukaz 6 coomeemcmeuu c 'OCTom:
3aB0oJ1 METATTIOKOHCTPYKITHIA
[Tpuka3s r. XabapoBck
16 mapra 2011 Ne 184
OO0 opraHu3aiuy 3aHATHH 110 TTOBBIIIEHUIO KBATU(PUKAIIIT
B cootBeTrcTBHE ¢ Y CTaBOM IPEIIIPHSITHS
MPHUKA3bIBAIO:
OpPraHHU30BaTh Ha 3aBOJIE TPEXMECSUHBIE KYPCHI MO MOBBIMIEHUIO0 KBATU(DUKALUN PYKOBOISIINX U
WH)XEHEPHO-TEXHUIECKUX PaOOTHHUKOB 110 TIPHIIaraeéMoii mporpaMMme KypcoB Ha 48 y4eOHBIX YacoB;
YTBEPAUTH KOHTHHIEHT pAOOTHUKOB COTJIACHO MPUIIAaraeMOMY CITHCKY;
YCTaHOBUTH JHH 3aHITHIA Ha Kypcax

BTOPHUK - ¢ 18% 50 20%
MATHUILIA - ¢ 17% y0 19%

KOHTPOJIb 32 pabOTON 3aHATUN U 00lee METOJANYECKOE PYKOBOJCTBO BO3JIOKUTH Ha TJIABHOTO
unxenepa B.C. Apxunosy.
Hupexrop 3aBoma A.1 Edppemon
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6. Odopmnenue mexkcma o0enoeoit 0okymenmayuu coznacrno I'OCTy.

BrimonHenue 3aganus no pa3BuTHIO ObicTpoid mevatd Ha [IK ¢ moMomipio HaBBIKA «CIIETIOT0»
JIeCATUNIANIBLIEBOTO METO/A.

Buser Ne 11
4, Cocmasums cnpaéky o mnoatBepxkacHuu ¢akra oOyuenus B CIIOT crynmenTku(ta)
crenuanbHOCTH «JlOKyMEeHTalMOHHOe oOecrieueHue YIpaBlIeHHs M apXHBOBEICHHE». Pacredarats,
YAOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, Nepeaarh 1o (hakCUMHUIBLHOM CBSI3U.

5. Odopmums npukaz 6 coomeemcmeuu ¢ ' OCTom:
XabapOBCKUI MOHTaYKHBIN KOJUIEIHK
12. 170-y

O co3ganuu 1eHTpa UHPOPMAITMOHHBIX TEXHOJIOTUMA
CormacHO  pCIICHHIO IEIarorHYecKoro CoBeTa, C Ieldbl0  A((PEKTUBHOTO  UCIOJb30BAHHS
BBIYHMCIIUTEIILHON TEXHUKHU MPUKA3BIBAIO:

17. Co3natp Ha 6a3e kabunera napopmatuku Lentp nndopmarnmonusix Texunonoruii (LIAT).
18. VYrepauts mtat [IUT B konuuecTBe 3 enMHULL:

. pykoBoautens HUT — 14 pazpsa no ETC

. 3aB. Jaboparopueit — 12 TapudHbIil pa3psn

. unxenep — 11 Tapuduslii paspsin

19. BHecTu u3aMeHeHus B IITAaTHOE PACIIMCAHUE KOJUIEKA.

20. Omunary Tpyzna pabotaukoB LIUT npousBoauts B npenenax Gpoxaa 3apaboTHOI MIaThHI.
Hupexrop xomnemka A.C. [IpuBanos

6. Ogopmnenue mexcma 0enoeoii 0oKkymenmayuu coznacrno I'OCTy.

BoimosnHenue 3aganus no pa3BuTHiO ObicTpoii mevatd Ha [IK ¢ moMompro HaBbIKa «CIIEMOro»
JeCATUTIANIBIIEBOTO METO/A.

Buser Ne 12
4. Cocmaeums cnpasky o moxareBepxkaennn (akra oOydenus B CIIOT cryaentku(ta)
crenuanbHOCTH «JlOKyMeHTallMOHHOe oOecreueHre YIpaBlIeHUs M apXuBoBeaeHue». Pacneuarats,
YIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, Mepeaarhb 1Mo pakCHMUIBHOMN CBS3H.
5. Odropmumes npuxkaz 6 coomeemcmeuu c FOCTom:
OO6111ecTBO ¢ OTpaHUYEHHOM OTBETCTBEHHOCTHIO "Bect"
[Ipuka3
Ne 76 ot 12.03.2011
IOxH0-CaxanuHck
O BBeneHnn MHCTpYKIIMU IO I€TOTTPON3BOJICTBY
B memsix coBeprieHCTBOBaHUSI pabOTHI C IOKYMEHTAaMH Ha TIPEANPHUATHN U 00ECTIEYCHUU WX
COXPaHHOCTH MPHUKA3bIBAIO:
1. VTBepaute MHCTpYKIMIO [TO JEIONPOU3BOJICTBY.
2. Beectun B neiictBue MHCcTpyKuuio no aenonpousBoactsy ¢ 1.04.2012 r.
3. Bcem cTpykTypHBIM nonpasnenenusm u corpyaaukam ¢ 01.04.2012 pykoBoACcTBOBaThCS MpaBHIAMH
paboThI C JOKYMEHTaMH, 3aKpEIUIEHHBIMU B IHCTPYKITHH 110 JIEIIOTIPOU3BOICTBY.
4.Cexperapro-pedepary A.M. VIBaHOBOI COBMECTHO C 3aBEAYIOIIMM KONMHUPOBATbHO-MHOXXUTEIBHON
cayx6o0it I'. O. IlerpoBbiM oOecrneunTs THpaxupoBaHue MHCTPYKIMU MO AETONPOU3BOACTBY M €€
nepeaavyy B CTpyKTypHble npeanpustus 1o 1.04.2012
5. KoHTponb 3a BBIONHEHHEM HACTOSIIETO TPHKa3a BO3JIOXKHTh HA 3aMECTUTENS JIHUPEKTOpa
npeanpusrus 11. A. Eroposa.
Hupekrop M. A. Cunopos
6. Ogopmnenue mexcma 0enoeoii 0okymenmanyuu coznacrno I'OCTy.
BremonHenue 3amaHus 1o pa3BuTuio ObicTpoil mewatn Ha IIK ¢ momomipio HaBBIKA «CIEHOTO»
JIeCATUTIANIBLIEBOTO METO/A.

Bujer Ne 13
4. Cocmasums cnpagky o mnonareepxaeHun ¢akra oOyuenuss B CIIOT crynenTku(ta)
crenuanbHOCTH «JlOKyMeHTallMoHHOe oOecreueHre YNpaBiIeHHs M apXuBOBeAeHue». Pacneuarars,
YIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, Mepeaarhb 1Mo GakCHMUIBHOMN CBSI3H.
5. Odropmumes npuxkaz 6 coomeemcmeuu c FOCTom:
JlenaprameHT 00pa30BaHus, KyJIbTYphl U CIIOpTa
IIpukas
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25.05.2011 Ne 37

IOxHO0-CaxanuHck
006 oTKpbITHHN 00111€00pa30BaTENIBHBIX IIKOJ HOBOTO THIIA
B nensax co3ganus GiaronpusATHBIX YCIOBUH Ui Pa3HOCTOPOHHETO DPA3BUTHS yHalUXCSd M paHHEU
po(heCcCHOHATLHOM TIOJITOTOBKY UX K OMPEACIICHHOMY TPYJIOBOW M OOIIECTBEHHOH JEATEIIEHOCTH U Ha
ocHoBaHuu npukaza Ne 245-y ot 12.09.2009 MunucrepctBa oopazoBanus PO
[TpukassiBato: 1. OtkpeITh ¢ 01.09.2000 B r. FOxHO-CaxanuHcke caeayroue mKoyibl HoBoro tumna: 1.1.
OObmeobpa3oBareIbHyI0 THMHA3MI0 B cocTaBe 1-11 kimaccoB Ha 6a3ze cymecTByronmx mkom Ne 56, Ne
89, Ne29; 1.2. obmeoOpa3oBaTebHbIC JUIIEH B cocTaBe 8-11 kaaccoB Ha 0a3e CyIIeCTBYONUX KO No
41, Ne 61. 2. IlpucBouTh IIKOJAM HOBOTO THIIA CIEAyIOIIMe HauMeHoBaHws: 2.1. cpenHss
o0meoOpa3oBaTelibHas IIKOJIA-TUMHA3Ms, 2.2. cpeaHss oOnieoOpa3oBaTelibHas IIKOJa-JIHICH. 3.
[IpoBOaUTh JKCHEPUMEHTANBHYIO pabdoTy B TMpeaenax CMeT, BbBIIACIIEMbIX MHUHHUCTEPCTBOM
o0OpazoBaHws.
6. Odhopmnenue mexcma oenoegoit 0okymenmayuu co2nacno 'OCTy.
BoinosniHeHue 3amaHus 1o pa3Butuio ObicTpoil nedatu Ha [IK ¢ momomipio HaBbIKa «CIIENOT0»
JECSITUNAIIBLIEBOTO METO/IA.

Bujer Ne 14
4. Cocmasums cnpagky o mnonteepxiaeHun Qakra ob0ydenuss B CIIOT crynenTtku(Ta)
crienuanbHOCTH «JloKyMeHTalmoHHOe oOecreueHrue YNpaBlIeHUs W apXuBOBelneHue». Pacmedarars,
YAOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, epeaarh o (hakCUMHUIBLHOM CBSI3U.
5. Odropmums npurkaz 6 coomeemcmeuu c 'OCTom:
CoBMecTHOE MpeanpusaTHe « IKOH
[Tpuxka3
12.11.2011 Ne 399-y
OxH0-CaxanuHck
006 06pa3zoBaHUU OPUTUIECKON CITYKOBI
B nensix ynydiieHus: opraHu3alMOHHO-TIPABOBOTO 00€CIIeYeHHsI IEATEIbHOCTH MPEANPUATHUS, 3aIIUThI
€e MHTEpecOB M OKa3aHUs pPAOOTHUKAM COOTBETCTBYIOLIEH KOHCYJIbTAlMOHHOW IOMOILM IO
IOPUAMYECKUM BOIIPOCAM, BOSHUKAIOILINM B MPOIIECCE UX OCHOBHOM pabOThI
IMPUKA3BIBAIO:
1. Hauanpnuky otaena kaapos K.JI. JleBuyk oOpa3oBath ropuaudeckyto ciryx0y k 01.02.2012 B
COCTaBe:
['maBHOTO FOPUCKOHCYIbTaHTa- 1 mITaTHAs €UHUIIA
IOpuckoncynbTanTa 1o GUHAHCOBO-XO3SIMCTBEHHOM JACSITEIIBHOCTU- | 1ITaTHAS €UHUIIA
KOpuckoncynpTanTa mo padore ¢ nepconaiom- 0,5 mraTHoi eAMHULIBI
2. I'maBHOMY topuckoHcyibTanTy A.Il. CTemaHoBy pa3paboTaTh U MPEICTaBUTH HA YTBEPKICHHE
JUPEKTOPY MPOEKT-NOJI0KEHUS O IopuIudeckoit ciayxoe k 10.07.2012.
3. KoHTponb 3a BBIMOTHEHUEM HACTOSIIETO MPHKAa3a BO3JIOKHUTh HA 3aM. AUPEKTOPA MO IOPUANYECKUM
BornpocaM B.E. benkuna.
Hupexrop npeanpusitus A.Jl. Uropkun
6. Odhopmnenue mexcma oenogoit 0okymenmayuu coenacho 'OCTy.
Brimonnenue 3amanus mo pa3BUTHIO ObicTpoii meuaTu Ha [IK ¢ MOMOIIBIO HABBIKA «CIIETIOTOY
JIECSATUIIATIBLIEBOTO METO/IA.

Buser Ne 15
4. Cocmasums cnpagky o mnontBepxiaeHun (akra obOydenuss B CIIDOT crymeHTku(Ta)
CHEeIHUabHOCTH «JloKyMeHTalnoOHHOe oOecreueHue yIpaBleHUs U apXuBoBeneHue». Pacmeuararts,
YAOCTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, epeaaTh Mo (pakCUMUIBHOMN CBSI3U.
5. Ogopmums npuxkaz ¢ coomeemcmeuu ¢ 'OCTom ¢ npozpamme Microsoft Word:
JlemaprameHT 00pa3oBaHusl, KyJIbTyphl U CIIOpTa
[Tpukas
23.10.2011 Ne 800
Mocksa
O BBelICHUH B JICHCTBHUE BPEMEHHOTO MOJIOKEHUSI O IETCKUX JIOMaX CEMEWHOTO THTIA
B nensx Oonee MIMPOKOro pacnpoCTpaHEHUs MAETCKHX JOMOB CEMEMHOro THMa Kak OJHOW U3
IPUOPUTETHBIX (OPM YCTpOMCTBAa AETEH-CUPOT M JIETeH, OCTaBIIMXCS O€3 IMOMEeYeHHsS POIUTEICH,
MO3BOJIAIONIEH MAaKCUMaIbHO PUOIU3UTH YCIOBUS UX BOCIIUTAHUS K CEMEMHBIM
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[NTPUKA3BIBAIO:

1. Beectu B AelictBue BpemMeHHOE NOI0KEHUE O IETCKUX IOMaX CEMEMHOIO THUIIA.
2. Opranam yIrpaBJIeHUs HApOAHOTO 0OpPa30BaHMUS:
2.1. ObecrieynTh CBOEBPEMEHHOE BBISBICHHE U y4YeT AETel, MOMAJIEeKalIUX HaIpPaBJICHUIO B JIETCKUE
noMa cemeiiHoro tuma. [IpuBnexaTh K 3Toi paboTe OOIIECTBEHHBIX WHCIEKTOPOB IO OXpaHE MpaB
HECOBEPIICHHOIETHHUX.
2.2. Opranu3oBaTb POAUTENSAM-BOCIIUTATEISIM CTAXKUPOBKU B YUPEKACHUSX IS IETEH-CUPOT U JIeTeH,
OCTaBIIUXCSI 0€3 MONEUYEHUs POIUTENCH.
3. KouTponp 3a ucnoigHeHHEM MaHHOTO MpHKa3a BO3JIOKUTh Ha HadyallbHUKA OT/ENIa OXPaHbI IMpaB
HECOBEpIICHHOJETHUX JlermapTamenTa oOpa3zoBanus A.A. AHapeesa.
3am. HauanpHUKa Jlenapramenra oopasosanus . A. FOpkoB
6. Odopmnenue mexkcma oenoeoit 0oxkymenmavuu coanacruo I'OCTy.
Broimonnenue 3amaHus mo pa3BuTuiO ObicTpoil medatu Ha [IK ¢ mOMOIIBIO HaBbIKa «CIICIOTO»
JECSTUNAIIBLIEBOIO METO/IA.

Buser Ne 16
4. Cocmasums cnpagky o mnonteepxiaeHun (akra obOydenuss B CIIOT crynenTtku(ta)
crienuanbHOCTH «JlOKyMEeHTallMOHHOe oOecreueHrne YNpaBlIeHHS W apXHWBOBeAeHUe». Pacneuarars,
YAOCTOBEPUTH COOTBETCTBYIOIUM 00pa3oM, IepeaaTh Mo PakCUMUIBHOMN CBSI3U.
5. Odhopmumps npuxaz ¢ coomeemcmeuu ¢ 'OCTom ¢ npozpamme Microsoft Word:
JlemaprameHT 00pa3oBaHus, KyJIbTyphl U CIIOpTa
[Tpuxa3 Ne 37 ot 25.02.2011
OxH0-CaxanuHck
OO0 oTKpBITHH 0011Ie00pa30BATEIIBHBIX IIIKOJI HOBOTO THITA
B mensx co3manus OnaronmpHATHBIX YCJIOBHK Ui Pa3HOCTOPOHHETO PA3BHTHUS YYAIIMXCS M paHHEH
npohecCHOHANBHOM MOATOTOBKU UX K OIMpPE/IeJICHHOMY TPYAOBOM U OOIIECTBEHHON 1EATEIHHOCTH U Ha
ocHoBanuu npukaza Ne 245-y or 12.09.2009 Munucrepcrsa oopazoBanust PO
[IpukaspiBato: 1. OtkpeiTh ¢ 01.09.2012 B r. FO)xHO-CaxanmHcke cieayroniye mKoJbl HoBoro tuna: 1.1.
O61meobpa3oBaTenbHyI0 TUMHa3ui0 B coctaBe 1-11 kmaccoB Ha Gase cymiecTByromux mkon Ne 56, No
89, Ne29; 1.2. o0Ommeobpa3oBarenbHbIe JHUIEH B cocTaBe 8-11 kinaccoB Ha 06a3e CyHIECTBYIOMUX KO Ne
41, Ne 61. 2. IlpucBouTh IIKOJIaM HOBOTO THIIA CIEAylOIIMe HauMeHoBaHus: 2.1. cpenHsas
obmieoOpa3oBarenpHas IIKOJA-TUMHA3usA, 2.2. CpeaHss oO0IieoOpa3oBareibHas IMKONA-THICH. 3.
[IpoBoAMTh DSKCHEpUMEHTANbHYIO paboTy B TMpeaeiax CMeT, BbIAENsAeMbIX MUHHUCTEPCTBOM
o0OpazoBaHusl.
Hauanbnauk [lenapramenTa oOpa3oBanus, KyabTypsl U criopta .. ViBaHoB
6. Ogopmnenue mekcma 0enoeoii 0oKkymenmayuu coznacrno I'OCTy.
Brimonnenue 3amaHus 1mo pa3BuUTHi0 ObIcTpoil medatu Ha [IK ¢ moMomipi0 HaBbIKa «CIEMOTO)
JECATUMNABIIEBOTO METOIA.

Buaer Ne 17
4. Cocmasums cnpaeky o mnoxareepxaeHun ¢akra obOyuenuss B CIIOT crynenTku(ta)
CHEIMAbHOCTH «J[OKyMeHTalMoOHHOe oOecreueHue yIpaBleHUs U apXUBOBeAeHUe». Pacmedararts,
yIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, Mepeaarhb 1Mo pakCHMUIBHOMN CBSI3H.
5. Ogpopmums npuxkasz ¢ coomeemcmeuu ¢ 'OCTom ¢ npozpamme Microsoft Word:
3aBOJI METAJUIOKOHCTPYKIINI
[Tpuka3s r. XabapoBck
16 mapra 2011 Ne 184
OO0 opraHu3aIyy 3aHATHH 110 TTOBBIIIEHUIO KBATU(PUKAITIH
B cootBeTrcTBHE ¢ Y CTaBOM MTPEAITPUATHS
MPHUKA3bIBAIO:
OpPraHM30BaTh Ha 3aBOJIE TPEXMECSUHBIE KYPCHI MO MOBBIMIEHUIO0 KBATU(DUKAIUN PYKOBOISIINX U
WH)XEHEPHO-TEXHUIECKUX PaOOTHHUKOB 110 TIPUIIaraeéMoii mporpaMMme KypcoB Ha 48 y4eOHBIX YacoB;
YTBEPIUTH KOHTHHTEHT pAaOOTHUKOB COTJIACHO MPUIIaraeMOMY CITHCKY;
YCTaHOBHUTH JHH 3aHITHHA Ha Kypcax

BTOPHHK - ¢ 18% 50 20%
MATHUILIA - ¢ 17% y0 19%

KOHTPOJIb 32 paboTOM 3aHATHI U 00111ee METOANYECKOE PYKOBOJICTBO BO3JIOKHUTh Ha TJIABHOTO
unxenepa B.C. Apxunosy.
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Hupexrop 3aBoma A.1 Edppemon
6. Odhopmnenue mexkcma o0enoeoit 0okymenmayuu coznacrno I'OCTy.
Bremmonnenue 3ananus no pa3Butuio ObicTpoit nedatu Ha [IK ¢ momoripio HaBbIKa «CIIEOTo»
JECSATUMNAIIBLIEBOIO METO/IA.

Buser Ne 18
4. Cocmasums cnpagky o mnonreepxkiaeHun (akra obOydenmss B CIIDT crymeHTku(Ta)
CHEeIHUalbHOCTH «J[oKyMeHTalnoOHHOe oOecreueHue yIpaBlieHUS U apXuBoBeneHue». Pacmeuararts,
YAOCTOBEPUTH COOTBETCTBYIOIIUM 00pa3oM, iepeaaTh Mo GaKCUMUIBHON CBSI3H.
5. Ogopmums npuxkaz ¢ coomeemcmeuu ¢ 'OCTom ¢ npozpamme Microsoft Word:
XabapoBCKUIT MOHTAXKHBIN KOJIEIK
[Tpuka3z Ne 170-y ot 2.10.11
O coznanuu 1eHTpa UHPOPMALIMOHHBIX TEXHOJIOTUI
CornmacHO  pelIEHUIO MEAaroru4eckoro CcoBera, ¢ Ledblo  3(P(EKTUBHOIO  HCIOJIb30BAHUS
BBIUMCIIUTEILHON TEXHUKH MTPUKA3BIBAIO:

21. Co3natp Ha 6a3e kabunera napopmatuku Lentp nundopmarnmonusix Texnonoruit (LIAT).
22. Yrepauts mtat [IUT B konuyecTBe 3 €NMHULL:

. pykoBogutens AT — 14 paspsin mo ETC

. 3aB. Jaboparopueit — 12 TapudHbIil pa3psn

. umxkeHep — 11 TapudHsbIil pazpsn

23.  Bnectu u3MeHEHUs B LITaTHOE PAaCHMCAaHUE KOJUIEIKaA.

24. Omuaty Tpyna paboraukoB LIUT nmpousBoauts B npeaenax GpoHma 3apabOTHOM TIIATHI.
Jupektop Kosuiemxa A.C. [IpuBanon

6. Ogopmnenue mekcma 0enoeoii 0oKymenmayuu coznacrno I'OCTy.

Brinonnenue 3amanus no pa3BuTHIO ObicTpoid meyaTu Ha [IK ¢ moMoIpio HaBbIKa «CIEMOTO)
JECATUMNAIIBLIEBOTO METO/IA.

Buser Ne 19
Cocmagums cnpaexy o nonreepxaeHnn (akra odydenus B CIIOT crymeHTKH(Ta) CIIENUATBHOCTH
«/lokymMeHTanImoHHOE OOecIieueHne YIpaBiICHUs M apXUBOBEJACHHE». Pacreyarars, yJI0CTOBEPUTH
COOTBETCTBYIOIIUM 00pa3oMm, repenath mo paKCUMHIbHOMN CBSI3U.
Ogopmums npuxkaz ¢ coomeemcmeuu ¢ 'OCTom ¢ npozpamme Microsoft Word:
OO6111ecTBO ¢ OTpaHUYEHHOM OTBETCTBEHHOCTHIO "Bect"
IIpuka3s
Ne 76 ot 12.03.2011
OxH0-CaxanuHck
O BBeneHnn MHCTPYKIINY 110 AETOTTPON3BOJICTBY
B niensix coBepiieHCTBOBaHUS pabOTHI € JOKYMEHTaMH Ha MPEINPUATHN U 00€CTICUeHIH UX
COXPaHHOCTH MPHUKA3bIBAIO:
1. VrBepaute MHCTPYKIMIO [TO JEIONPOU3BOJICTBY.
2. Beectun B zeiictBue MHcTpykuuto no aenonpousBoactsy ¢ 1.04.2011 r.
3. BeceM cTpykTypHBIM noapazenenusm u cotpyanukam ¢ 01.04.2011 pykoBoacTBOBATHCS MpaBUIaMU
paboThI ¢ TOKyMEHTaMH, 3aKperieHHbIMU B THCTPYKIIMK 1O JIeTONIPOU3BO/ICTRY.
4.Cexperapro-pedepury A.W. IBaHOBOI COBMECTHO C 3aBEYIOLINM KOMUPOBAILHO-MHOXHUTEIBHON
ciyx060ii I'. O. [lerpoBbiM 06ecieunTs THpaXXKUpoBaHue MHCTPYKIIUH MO AETONPOU3BOICTBY U €€
nepeaayy B CTpyKTypHble npeanpustus 1o 1.04.2011
5. KoHTposb 3a BEIIOJTHEHNEM HACTOSIIET0 IPUKa3a BO3JIOKHUTH HA 3aMECTUTENS TUPEKTOpa
npennpustus I1. A. Eroposa.

Jupexrop M. A. Cunopos

Odhopmnenue mexkcma 0enoeoit 0okymenmayuu coznacrno I'OCTy.
BrimonHenue 3aganus no pa3BuTHiO ObicTpoid mevatd Ha [IK ¢ moMompio HaBBIKA «CIIETIOT0»
JECSATUNANIBLIEBOIO METO/IA.

Bujer Ne 20
4. Cocmasums cnpagky o mnonreBepxiaeHuun ¢akra obOyuenus B CIIOT crygentku(ra)
CHEeIHMaIbHOCTH «JloKyMeHTalnoOHHOe oOecrieueHue yIpaBlieHUs U apxuBoBeneHue». Pacmeuararts,
YIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, Mepeaarsb o GakCUMUIbHOMN CBS3H.
5. Ogopmums npuxkaz ¢ coomeemcmeuu ¢ ' OCTom ¢ npozpamme Microsoft Word:
OO011ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO "Bect"
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IIpukas

Ne 76 ot 12.03.2011

HOxH0-CaxanuHck

O BBegeHuu MHCTpyKLMHU IO J€IOIPOU3BOJICTBY

B nenax coBepiieHCTBOBaHUS pabOTHI C JOKYMEHTAMHU Ha IMPEINpPUATHH M 00€CIIEUEHUN HUX
COXPAHHOCTH IPUKA3bIBAIO:

1. VTBepauTe MHCTpYKLMIO 1O JEI0IPOU3BOJICTBY.

2. Beectn B aelictBue MHCTpyKIuio mo aenornpou3Boactsy ¢ 1.04.2011 r.

3. Bcem crpykTypHBIM nonpasnenenusm u corpyanukam ¢ 01.04.2011 pykoBoacTBOBaThCS MpaBUIaMH
paboThl ¢ JOKYMEHTaMH, 3aKpeIJIeHHbIMUA B IHCTpyKLIUHU 110 1€710IPOU3BOJCTBY.
4.Cexkpetapro-peepury A.M. VBaHOBOII COBMECTHO C 3aBEAYIOIIMM KOMUPOBAIbHO-MHOXHTEIBHON
ciyx6oit I'. O. IlerpoBbiM oOecneuuTh THUPaXHpPOBaHWE MHCTPYKUIMHU IO JEONPOU3BOJCTBY U €€
nepeaayvy B CTpykTypHsbie npeanpustus g0 1.04.2011

5. KoHTponb 3a BBIIIOJHEHHMEM HACTOSILErO IIPUKa3a BO3JIOXKUTb HAa 3aMECTUTEN JUPEKTOpa
npeanpusarus 11. A. Eroposa.

Hupekrop M. A. Cunopos

6. Odhopmnenue mexcma oenosoit 0okymenmayuu coenacho 'OCTy.

Boinonnenue 3amaHus no pasButuio ObicTpoil medatw Ha [IK ¢ momomipio HaBbIKa «CIEHOTO»
JECSITUNANIBLIEBOTO METO/IA.

1. TAKET 5K3AMEHATOPA

Ila. YCJIOBUA

KoJsimyecTBO BapMaHTOB 3aJaHus 1Jisl 3K3aMeHyomerocs — 1

Bpemsi BbInosiHeHus1 3aaanus - 40 MuHyT

OoopynoBanue: [lepcoHanbHBII KOMIBIOTED, MBIIIb, KJIABHATYpa, IPHHTED, (PaKc.

JInteparypa nas yyamerocs:

1. «TpynoBoii konekc Poccuiickoit @epepannm» ot 30.12.2001 N 197-®3 (pen. ot 27.12.2018) //
CIIC «KoHCyIBTaHT ILTIOCY;

2. ®enepanpublil 3akoH 0T 22.10.2004 N 125-®3 (pexn. ot 28.12.2017 r.) «O06 apxuBHOM J€elie B
Poccutiickoit @enepanuny // CIIC «KOHCYIBTAHT ILTIOCH;

3. ®enepanbublii 3akoH ot 27.07.2006 N 149-®3 (pen. ot 18.12.2018) «O6 wundopmanuwy,
UHGOPMAIMOHHBIX TEXHOJIOTHAX U 0 3aruTte nHopmarm» // CTIC « KOHCYIbTaHT TUTIOC);

4. ®enepanpublit 3akoH oT 02.05.2006 N 59-®3 (pen. ot 27.12.2018) «O nopsiike paccMOTpeHUs
obparmienunii rpakaan Poccutickoit @eneparumny // CTIC « KoOHCYIbTaHT TLUTIOCY;

5. ®enepanpublil 3akoH OT 29.07.2004 N 98-D3 (pen. ot 18.04.2018) «O xomMmepueckoii TaitHe //
CIIC «KoHCYyNIBTaHT ILTIOCY;

6. ®enepanbblil 3akoH 0T 01.06.2005 N 53-03 (pea. ot 05.05.2014) «O rocyaapcTBEHHOM SI3bIKE

Poccutickoit ®enepanuuny // CIIC "KoucyapranT miroc";

7. [TocranoBnenne IlpaBurensctBa P® ot 04.09.1995 N 870 (pea. or 18.03.2016) «O6
yTBepkIeHnH [IpaBuii OTHECEHHS CBEICHUH, COCTABIIIONINX TOCYJAPCTBEHHYIO TaifHy, K Pa3UYHBIM
crenensim cekpetHocTu» // CIIC «KoHCyIbTaHT ILIHOCY;

8. [Mpuka3z Muntpyna Poccuu ot 06.05.2015 N 276 v «O06 yTBepk)AcHUU TPO(PECCHOHATHEHOTO
crangapra «CrenuanicT Mo OpraHU3allMOHHOMY M JIOKyMEHTAIlMOHHOMY OOECIEeUeHMIO YIpaBJIeHUs
opranuzarnuei» (3apeructpupoano B Muntocte Poccun 02.06.2015 N 37509) // CIIC «KoHcynbTaHT
TUTIOCY;

9. «locymapcTBeHHass cHucTeMa JOKYMEHTAI[MOHHOTO oOecriedeHust ynpaieHus. OCHOBHEBIC
nonoxenud. OOmue TpeOoBaHMA K JOKYMEHTaM U CIy»K0aM JOKYMEHTAI[HOHHOTO OO0ecredeHus
(omobpena xoyuterueit ['maBapxua CCCP ot 27.04.1988, Ilpuka3 I'maBapxua CCCP ot 23.05.1988 N
33) /I CIIC «KoHCynbTaHT ILTIOCH;

10. «OcHoBHble [lpaBuna paboTbl apXuWBOB opraHuzanui» (ogodpensl pemenuem Komneruu
Pocapxwusa ot 06.02.2002) // CIIC «KoHCYIbTaHT ILTIOCY;
11. «OK 011-93. O6mepoccuiickuii kiaccupukarop yHpaBiIeHYECKOH TOKyMeHTauum» (yTB.

[MocranoBnenunem ['occranmapra Poccun ot 30.12.1993 N 299) (pen. ot 11.09.2018) // CIIC
«KoHCynbTaHT MITIOC;

12. «I'OCT P 7.0.8-2013. HarmonanbHslii ctannapt Poccuiickoit @enepanuu. Cucrema cTaHAapTOB
no uHdopMaiu, OHOIMOTEYHOMY U U3JaTeIbCKOMY JAemy. Jlenonpon3BoACTBO M apXUBHOE JIEIIO.
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Tepmunsl u omnpenencuus» (yrB. Ilpukasom Poccrammapra or 17.10.2013 N 1185-ct) // CIIC

«KoHcynbTaHT IUIIOCY;

13. I'OCT P 7.0.97-2016 «Cucrema crangaptoB 10 uHpopManuu, OUOIUOTECUHOMY U
U3JIaTEIbCKOMY JIeNTy OPTaHH3aI[MOHHO-PACTIOPSAUTENbHAS TOKYMEHTAIUs TPeOOBaHUS K OPOPMIICHUIO
JIOKYMEHTOBY.

14. KanpoBoe nemonpousBoacTBo [DneKTpoHHBIN pecypc]: yuedbnoe mocobue / O. H. JlemymnHa;
Boarorpanckuit  ¢pumman  ®I'bOY  BIIO  «Poccuiickass akamemMusi HApOJAHOTO XO3dHMCTBA H
rocyapcTBeHHOM ciryxObl ipu [Ipesunente PDy.

4.2. KPUTEPUU OLLEHKH

. «5» (OTJIIMYHO) — €ClIM CTYJAEHT IMOKa3aj IyOOKOoe U MOJHOE OBJAJCHUE COIEp KaHUEeM
y4eOHOro marepuajia, B KOTOPOM CTYIEHT JIETKO OPUEHTHPYETCS; HAYYHO-IIOHSATUMHBIM amnmnapaToM;
YMEHHE MPAKTHYECKH MPUMEHSATh TEOPETUYECKUE 3HAHHS, KAueCTBEHHO BBIMOJIHATH BCE BHJIBI
IPAKTUYECKUX paboT, BBICKa3plBaTb U OOOCHOBBIBaTH CBOM CykJAeHMS. OTiauM4Has OTMETKa
IpeJrnoiiaraeéT TpaMOTHOE U JIOTHYHOE HW3JI0KEHHE OTBeTa (B YCTHOM MM NMHUChMEHHOHN (opme) Ha
IPAKTUKO-OPUEHTUPOBAHHBIE BOIIPOCHI, OOOCHOBAHME CBOETO BBICKA3bIBaHMSI C TOYKH 3pEHUs
U3BECTHBIX TEOPETHUECKUX TMOJIOKEHHI.

. «4» (XOpoIlo) — eciau CTYIEHT MOJHO OCBOWJI Y4eOHBbIM MaTepualn, BlajeeT Hay4HO-
HNOHSTUMHBIM aIlliapaToM, OPUEHTUPYETCS B U3yUYEHHOM MarepHalie, 0CO3HAaHHO IPUMEHSET 3HAHUS Ha
MPaKTHKE, TPaMOTHO M3JIaraeT OTBET (B YCTHOM WM MUCBMEHHON (dopMme), HO colepkaHue u Gopma
OTBETA UMEIOT OT/EJIbHbIE HETOUHOCTH.

. «3» (YIOBIETBOPHUTEIBHO) — €CIH CTYJIEHT OOHApyXHBAaeT 3HAHME U TOHHUMaHUE
OCHOBHBIX TOJOXKEHUH ydeOHOro Marepuanga, HO U3JIaraeT €ro HeMoJIHO, HEMOCIEeI0BaTeNbHO,
JIOTIYCKaeT HETOYHOCTU B OMpEACNICHUU MOHATUN, B IPUMEHEHUU TEOPETUUYECKUX 3HAHUM MpU OTBETE
Ha MPaKTUKOOPUEHTUPOBAHHBIE BOIPOCHL; HE YMEET JI0Ka3aTeIbHO 000CHOBATH CBOM CYKICHUS.

. «2» (HEyIOBIETBOPUTEIHHO) — €CIH CTYJIEHT HMMEET pa3po3HEHHBbIC, 0eCCUCTEeMHbIE
3HAHUS 10 AMCLUHUIUIMHE, JOMYCKAeT OIIUOKH B ONpPENETICHUN 0a30BBIX MOHSATUH, HCKAXXKAaeT UX CMBICT;
HE MOXET NPAaKTUYECKU IPUMEHATH TEOPETUUECKHUE 3HAHMUS.



