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L. Ilenesoii pa3aes o6pa3zoBaTebHOM NPOrpaMMbl HPOPECCHOHAIBHOT0 00y4CHHS

1.1. TlosicHUTEIbHAN 3aAMHCKA
OcnoBHas 06pasoBaresbHas IporpaMma npo(ecCHOHAILHOro 00ydYeHuUs (Ianee -
IIporpamma) MyHHIMIATEHOE aBTOHOMHOE 001Ie00pasoBatenabpaoe yupexaeaue Jlunei Ne 128
(nanee - MAOY Jluueii No128) npennazHauena s o6ydeHns oOy4aromuxcs B paMKax
npodeccHoHANBHON HOArOTOBKH MO HOJKHOCTH «CekpeTapb-aIMMHECTPATOP», H paspaboTana B
COOTBETCTBUH C HOPMATUBHO [IPABOBBIME JJOKYMEHTAMHU:

—®enepanpabiii 3akoH oT 29 pexabps 2012 roma Ne 273-®3 «O6 obpa3oBaHHu B
Poccuiickoi Menepanum». '

—IIpuka3 MunucTepctBa o6paszoBanus U Hayku Poccuiickoit Penepanuu ot 18 ampens
2013 1. Ne292 «O6 yTBEp>JICHHH MOPsIKA OPTraHU3alMhd M OCYIHECTBIECHHS 00pa30BaTeIbHOM
JEATEIHHOCTH 110 OCHOBHBIM ITporpaMMaM HpodecCHOHATBHOTO O0YUSHHSY.

— Ilpukaz MunuctepcrBa mnpocsemenus P® or 14 wmons 2023 roma. N 534 "O6
yrBepxnenuu llepeuns mnpodeccuit paboumx, MOIKHOCTEH CIyXamuX, OO KOTOPBIM
OCYIIECTBIAETCA IpodeccHoHaNbHOE 00yucHHe" (C H3MEHEHHSIMH W IOMOJHECHHAMH OT 29
despans 2024 roxa).

—Enunbit  kBaMpUKAUMOHHBIA  CHPAaBOYHHK  JOJDKHOCTEH  PYKOBOJMTENCH,
CIECHHATUCTOB U ciyXamux (peaakuus or 9 arpens 2018 roga, B TOM 4HC/Ie ¢ H3MEHEHHAMH,
BCTYIIUBIIUMH B cuity 1 mrons 2018 rona).

—IIpodeccronanbHbIi cTanaapT no npodeccun «CEHaTACT M0 OPraHH3alHOHHOMY H
JOKYMEHTalHOHHOMY 00eCHedeHHIO YIpaBiieHHd opraHusanueil» (yIBEpP)KAEH IIPHKa30M
MumnucrepctBa Tpyaa w conuanbHoM 3amuThl Poccmiickoit ®emepammu ot 06 mas 2013r.
No276m).

Hox npodeccroHaIbHRIM 00YUYECHHEM IO IIPOTpaMMaM IpoGeCCHOHATBHON TOATOTOBKH
10 npodeccusM pabourX M JOJDKHOCTIM CITYXaIINuX HoHuMaeTcs nmpodeccuoHabHOE 00yueHne
JIMLL, paHee He UMEBIINX Npodeccuu padodero MK JODKHOCTH CIIY>Kallero.

[Ipodeccronansioe oOyueHne Mo mporpamMmaM NpodecCHOHAIFHONH MOATOTOBKH MO
npodeccusM paGoynx, TOHKHOCTAM CITYXKallUX HaIpaBlIeHO Ha NpHoOpeTeHNe 3HaH!H, YMEHHUH,
HaBBIKOB, B TOM YHCJIE [T pa0OThI C KOHKPETHBIM 000pYJOBaHHEM, TEXHOJIOTHAMH, TOIyYEHHE
YKa3aHHBIMH JIMIIAMH KBATH(HKALMOHHEIX Pa3spsa/oB, KaTeropuii mo mpodeccuu pabodero WM
JOJDKHOCTH  Ciyxamero  6e3  w3MeHeHWs  ypoBHA  oOpasoBanusa.  OpraHmsanus
NpodeCCHOHANEHOTO  OOy4eHHS  perfiaMeHTHpPYeTcs IMporpaMMoii  npodecCHOHAIBHOIO
o0ydYeHHsl, B TOM 4YHCJiC y4eOHBIM IUIAHOM, KaJICHJApHO-TEMATHUECKAM IUIaHOM, pabouumu
IporpaMMamMH JIMCHUIUIMH W TNpOQECCHOHANBHBIX MOAYJeH, pacHUCaHHEM 3aHATHH H
JOKAJbHBIMH  HOPMATMBHO  MPAaBOBBIMH  aKkTamMM  MyHHIMIAIbHOE  aBTOHOMHOC
obmeobpasoBatenpHoe yupexaeHue Jlunei Ne 128(nanee - MAOY Jluueii Nel128).

OcHoBHbIMH (popMaMH TPOQECCHOHANBHOTO OO0Y4EHHS SBISAIOTCA TECOPETHYECKAC H
npakTayeckue 3auaTus. OCOOEHHOCTHIO peain3alud MpodecCHOHATBHOTO OOYUEHHUs ABJIACTC
CTPYKTYPHPOBAHHE COJIep)KaHue OOydeHHS B aBTOHOMHBIE OPraHH3alHOHHO- METOOHYECKUC
OJIOKH — pa3Zeiibl.

Paszien — HenoCTHLIN HA0Op MOUIEKAIHX OCBOCHUIO YMCHUM, 3HAaHUH, OTHOIICHUN 1
onbITa (KOMIETEHIMHA), OMMCAHHBIX B (popMme TpeOoBaHUH NpodecCHOHAIBHOIO CTAHIApTa MO
npo)eccHH, KOTOPHIM JIOJDKEH COOTBETCTBOBATH OOYyYarOIIMiics MO 3aBepIIEHHH OOydeHHs
pasjienia, i IPEJCTaBIIAIONMiA COCTABHYIO YacTh Oojiee obImeit pyHKIHH.

Pasnensl  (QOpMUpYIOTCS Kak CTPYKTypHas e€QuHHIA ydeOHOro IUlaHa IO
npodeccur; Kak OpraHW3alMOHHO-METOJMYecKas MEXIUCUHIUIMHAPHAS CTPYKTYpa, B BHAE
Habopa pasHbIX NUCHMIUIMH, OOBEIHHSIEMBIX IO TEMaTHYeCKOMY NpU3HAKy 0asoif; wiM Kak
OPraHM3alMOHHO-METONMYECKAss CTPYKTypHas CIWHANA B paMKax IPoQecCHOHAIbHOM
mporpaMMbel. OOydeHWe IO MporpaMMe IpeAlojiaracT IpPOBEJACHHE AarTecTaun — M0
OKOHYAHMIO y4eOHOro MOAYroAus M y4eGHOro roja NPOBOAMTCS NPOMEKYTOUYHAS aTTECTAlHd,



00yyeHne mo mporpamMMe 3aBepLIACTCs HTOTOBOM aTTecTanuedl B GopMe KBANMH(UKAIHOHHOTO
JK3aMeHa.

IIporpamma TeopeTuyeckoro oOydeHHs COCTABIEHA C YYETOM 3HAHHH, MOIydYeHHbIX
obyuaromMucas B o0mIeoOpa3oBaTe/bHON IIKOJE, M NpedycMaTpuBaeT INPHOOpETEHHE
TCOPETHYECKUX 3HAHWM, HEOOXONHMBIX CEKPeTaplo - aJIMHHHCTPATOpy A IPaKTHYECKOMH
paboTHI.

XapakTepucTaka npodeccuu:

CekpeTapp - 3TO CHEUMAINCT, KOTODBIA JOJDKEH 00NanaTh JEIOBBIMM KadeCTBAMH,
KOMMYHHUKa0€IbHOCTBIO. CekpeTapb BedeT BeCh JOKYMEHTOOOOPOT OpraHM3alliM, HMCIONb3YS
KOMITBIOTEPHYIO TEXHHKY, OCYILECTBISCT JEIOBYIO IEPEMUCKY, KOHTPOJIHPYET HCIIOJHEHHE
AOKYMEHTOB, TOTOBHT JOKYMEHTHI K cJlaue Ha apxuBHOE XxpaHeHue. Cekperapb IUIAHHPYET
pabouuit feHp PyKOBOAHTENS, CTeHOrpadHUpyeT COBEIIAHHA M IIEPETOBOPHI, OPraHH3yeT
BCTpeUH, Ipece- KonpepeHun.

Hazuna4yenue npodeccun:

BrinonseHue paboT 10 OpraHU3aIMOHHO-TEXHMYECKOMY OOECIEUYCHHUIO AEATEILHOCTH
aJIMUHUCTPATHBHO-YIIPABJICHYECKHX  MOJpa3feieHuit (PYKOBOAMTENEH  pPasHOTO  YpPOBHA,
pabOTHHKOB aJMHHHACTpALMH © [p.) B OpraHM3alMsaX, YYPEKIECHHUAX, MHHHCTEPCTBAX,
BEAOMCTBAX, NPCAIPHATHAX, GUpMax pa3HOro npoduist aedarenbHOCTH B HOPM COOCTBEHHOCTH.

1.2. Ilean ¥ 3apa4n

Ilesa» mporpammsl — npodeccuoHaibhas MOAroToBKa oOydaromuxcs MAOY Jluneit
Ne128 o npodeccrn «Cexperaps-aMUHUCTPATOPY.

OCHOBHBIMH 3a1a4aMH NIPOTPAMMBI ABJISIOTCS:
-popMupoBaHHE y OOYYAOMMXCS COBOKYNHOCTH 3HAHMHA M YMEHHIH, HEOOXOMMMBIX IS
OCYLICCTBIICHHs TPYAOBBIX JAcHCTBHH W TpynoBeix (yHkumil nmo mnpodeccuu «Cekperaphb-
aZIMUHHCTPATOPY;
-pasBuTHE y OOY4YarOmMXCsi MOTHMBHpPYeMOH TIOTpeOHOCTH B TOJNydYeHHH BOCTPEOOBaHHOM
npodeccuy, B OpraHu3aldi CaMO3aHATOCTH Ha PhIHKE TPYa;
-0OKa3aHHe o0O0y4alolluMcs IPaKTHKO-OPHEHTHPOBAHHOW IOMOINHM B  NMPO(PEeCCHOHATEHOM
CaMOOIIpeIENIEHNH, B BEIOOpE MyTH IPOAOJLKEHHS TPpodecCHOHATPHOr0 00pa3oBaHusl.

OO0yuaromumMcsi, YCIeIHO CAABIIMM KBaTM(QUKAHMOHHBIM 3K3aMEH IO pPe3ylbTaTaMm
npodeccuoHanbHOro oOy4eHMs, BHIJACTCH CBUACTENIBCTBO  YCTAHOBICHHOro  obpasna.
Ob6yyaromuecsi, He CHaBIIHEe  KBAIM(QUKAIIMOHHBIA  DK3aMEH, IMOJIYyYalOT  CIIPaBKY
yCTaHOBJICHHOTo o0pa3ia.

Bun oskxonommueckoit nestenbHocTH (kog OKBDJI) 82.11 - JlesrensHOCTb
aJIMHMHUCTPATHBHO-X034HCTBEeHHAs KOMILIEKCHAS 110 00eCIeUeHHIO paboThl OpraHHu3aluy.

B yueGHOM mnpoiiecce uCTONB3yeTCSs MaTepHaIbHO-TEXHHYECKass 0a3a M KajpoBhle
pecypcbl MAOY Jluneii Nel128.

1.3. Kateropuu odyuawmuxcs. Cpoxn ocsoenus IIporpammsi

Kareropus obyuyarommxesi. I[Iporpamma npodeccnonanbnoro o6yuenust no npogeccnn
«Cexperapb-aAMHMHHCTPATOP» aAPECOBAHA JIHIAM, HMEIOIUM OCHOBHOE 00mee
obpa3oBanHe, BKJIIOYAN JIMI[ ¢ OTPAHHYEHHbIMH BO3MOKHOCTAMM 310POBbS H
HHBAJHIHOCTHIO.

®opma obyueHusi, npuMeHsieMble B paMka o0yuenns no IIporpamme — ouHas,
OYHO-3a04Hasi, 3aouHas. Kaxaas u3 d¢opM oOyuyeHuss MOXET YaCTHYHO peayM30BaHA C
MIPUMEHEHHEM JAHCTAaHIIHOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHIA H 3JIEKTPOHHOTO O0yYCHHSL.

Cpox ocBOeHHSI TPOrpaMMbI, PeXKHM 3aHATHI: CpoKk ocBoeHHs IIporpamMmer
npodeccuonanbHOro o6ydenus mo mnpopeccun «CekpeTapb-aAMHHUCTPATOP» cocTaBisger 1,5
roja.




O6b1mee konudecTBo 9acoB 1o [Iporpamme: 108 4acos.

U3 Hux:

- 1 rox o6yuenus — 72 yaca

- 2-1 rox o6ydenus — 36 yacos :

Pexxum  3amaTmil. Pexum 3aHaTmii  ompelensiercs  CTpyKTypoil  yueGHOro
(TeMaTH4eCKOro) mnaHa u pacluCaHHEM 3aHATHIA.

3anqrHe: 2 akaJeMHYECKUX Yaca ¢ mepepsiBoM 15 MuHyT.

IponomxuTeTEHOCTD OJJHOTO aKAJIEMHYECKOro Yaca coctaBiuser 40 MUHYT.

Iepuoauunocts: 1 pa3 B Heaemio.

1.4. ®opma arrecranuu. [lokyment 00 ocBoennu IIporpamMmel
®opma HTOroBOMH aTTECTALMH — KBATN()UKAITMOHHBIN IK3aMeH.
Ksanndukanus, npucBanBaeMasi BbIIyCKHHKAM 00pa30BaTeIbHOIl NPOrpaMMBbI:
CEKpeTapb —aIMUHHCTPATOP 3-ero paspsza.
BrigaBaemplii J0KYMEHT — CBH/ICTEIHCTBO YCTAHOBIEHHOT0 oOpasua.
CootBercTBHE onucaHud KBaMbUKauuu B TPOQECCHOHAILHOM CTaHAApTeE C
TpeGOBaHUAMH K pe3yJIbTataM MOArOTOBKH [0 MporpaMme npodeccHoHaTbHOTO 00yUeH s

06001meHHbIe TPy A0BbIe GYHKIHA pyJ0BbI€ GYHKIHUA
KOJ | HauMeHOBaHWE YPOBEHB HaHMEHOBaHHE KOX ypOBEHB
{KBATH(pUKALIHH (TOXypOBEHB)
KBauduxaumm
A |OpraamsanmnoHHoe 3 [Ipuem u pacnpenenenne | A/01.3 3
obecrnieyeHne TeneOHHBIX 3BOHKOB
ACATCILHOCTH Opraaun3anus A/02.3 3
Opranmnsanui | paboTh C MOCETHTEIAMH
Brmonnenne A/03.3 3
KOOPAMHUPYIOIHUX U
obecrnieynBarOIMX HYHKIUN

1.5. IlnannpyemMbie pe3yabTAThl OCBOCHHS PO PaMMbI HPOdecCHOHATBLHOTO 00y IeHHS
OcHoBHas  1Heab  BHJAQ  NpPO(PECCHOHATBHOH  NEATENBHOCTH:  pealn3anus
ofecnieunBaromuX (PYHKIMI yIpaBieHUs OpraHM3alueil; BHEAPEHHE yYIIMX TEXHUICCKUX
pa3paboTOK ¥ HOBEHILUMX TEXHOJIOTHi B 00eCIIeYeHUE YIPaBICHHUS OPTaHU3aLHEMN.

Onpeaesienne pe3yabTaToB 0CBOCHU NPOrpaMM NpodheccHOHATLHOTO 00y IeH sl HA
O0CHOBE MPO(JecCHOHANBLHOIO CTAHAAPTA

IIpodeccronanbHbIi IMporpamma npodeccroHATFHOTO 00yUeHUs
CTaHAapT

Bug npodeccHoHATbHOMOPTaHU3aMOHHOe H  JOKYMEHTallUOHHOE  O0DecredYeHue

eI TeIbHOCTH IIPABJICHAS OpraHu3alisIMH JIFOOBIX OPraHM3alMOHHO-TIPABOBBIX
thopm

(OGoOmenHas TpynoBasiOpraHu3aMOHHOE 06ecTieuennE NeSTENbHOCTY OPTaHN3aIliH

(pyHK IS

TpynoBas pyHKus pHeM H pactipesieficHue TeJeOHHBIX 3B0HKOB OpraHH3aIHH
Opranuzanys paboThl ¢ IOCCTUTENIMH OPraHu3aIiu
[Brmonnenne KOOpAHHAPYIOMUX H 0becredrBalomux GyHKIA

TpynoBoe neiicTBue Jl;lepeﬁanpaanenne TeneOHHBIX 3BOHKOB PYKOBOACTBY M

OTPYJIHAKAM OpraHU3aLHU




IPerucrpaims noctynarommx Telle()OHHBIX 3BOHKOB
[lonydenue  neoOxommmod  mHdopmamuu u  mepenaua
CAHKIHOHHPOBAHHOH HHGMOpMaLuH 1O TeNehoHy

{BcTpeua mocerureneil, nmoiydeHHe MEPBHYHON HHPOPMAIMH O
[IOCCTHTENAX K TOMOIIb B OpraHU3allMd WX [pHEMA)
YKOBOJUTENIEM H COTPYIHHUKAMH

BeeHye KypHAIA YUeTa IOCETUTENEH

YueT noceturenei u opopmieHHe TPOIMYCKOB

ConeiicTBiE  ONEPAaTHBHOMY  pacCMOTPEHHIO  NPOCs0  H]
PEATOXKEHHH NIoCeTUTENEH

Mpuem u mepepaya JOKYMEHTOB IMOCETHTEjICH PYKOBOJICTBY H
COTPYAHUKAM OpraHu3aluu

Opranuzanys ¥ OpOHHPOBAHUE NEPErOBOPHBIX KOMHAT

epBHpOBKa YaitHoro(kodeiHoro) crona B obuc

PUIOTOBJICHHE HANMTKOB (4aid, Kode, TPOXJIaJUTEIbHBIE
HAITMTKH )

{BeneHue xypHana pa3pe310B pabOTHHKOB OpraHU3aiu
[Koopuuanust paboTsl KyphepOB M BOAUTENEH OPraHH3aIHK
BeneHue JKypHaja pa3be3fOB KyphepOB OpraHu3alud U
MapuIPyTOB BOJTUTENEH

CocTaBlieHHE CIIPaBKM O pa3be3fiax pabOTHHKOB, KYPbepoB H
jMaplIpyTax BOAWTEJCH OpraHU3aIHy

VMeHue

CIONB30BaTh TEXHUYECKHE M MPOTpaMMHBIE CPEACTBA  JUid]
POBEICHHUSL I'OJIOCOBOM HITH BUICO-KOH(PEPCHII-CBA3H
[Mcmonms30BaTh cpencTBa KOMMYHHKALMOHHON OPITEXHHKH IS
moJTydeHHs] H Hepeaadd HHpopMaluy
[Becti ydeTHbie perucTpauioHHBIE (OPMBI, MCIOJIB30BATh HX
U1t “HGOPMAIIMOHHOH paboThI ,
YcTaHaBMBaTh KOHTAKT C COOCCEHHKOM, MNONAEPXKMBATH H
pa3sBMBaTh  JENOBYI0 Oeceny B Tpouecce TelaedOHHBIX
[IEPETOBOPOB
CrnaxnBath  KOHQIHKTHBHIE  H CIIOXKHBIE CHUTYallUH|
[MEXIIMYHOCTHOTO B3aUMOIEHCTBHS
Cobmofath ciry>keOHBIN 3THKET
OGIIATHCS C TOCETHTEISIMA \
CHOJIb30BaTh  YCTAHOBJICHHBIE IIpaBHIA H HpoUEeRyphl
[ZIOMMyHnKaunn BHYTPH OpraHu3aliu
[BecTH ydeTHbIe (POPMBI, HCIIONB30BATH UX JUlsi pAGOTHI
03/1aBarh IMOJIOKUTEIbHBI HMHAXK OpPTraHH3alHH, HpI/IHHMaTb‘
€pBI 10 pa3peleHiI0 KOHGINKTHBIX CUTyalui
PUMEHSATh UH()OPMAITHOHHO-KOMMYHHKAIIMOBHBIE TEXHOJIOTHA
O6ecneunBaTh KOHPHIACHIIHATBHOCTH HHPOPMALHH
COCTaBJISTh ¥ BECTH YYETHBIEC JOKYMEHThI
PUMEHSATH cpeacTBa KOMMYHHKaITHH pio)vi
epelauM  IOpYYeHUH  PYKOBOJAHMTENA  H  COTPYIHHUKOB
prasu3aluy
[[puMeHATL COBpeMeHHble CpeAcTBa cOopa, 00paGoTKH H
repeaun HHPOpPMaIHy
OLeHHBATh PE3YJILTATHI B paMKax IIOCTABICHHEIX 3a/1a4
OCyIIECTBISTH KOHTPOJIb HCIOJIHEHHS MOPYYEHH PYKOBOJHUTEILS




COTPYAHHKAMH

3HaHue DyHKIMK, 3383491, CTPYKTYpa OpraHUu3alliH, €€ CBI3H

[[IpaBuna  B3aUMOZEHCTBHS C MapTHEpaMH, KIHCHTAMH,

CpPEACTBAMH MacCOBO HH(popMauuu

(OTHKA I€T0BOT0 OOICHHS

[ IpaBuia peueBoro THKETa

[TpeGoBanus oXpaHsl Tpyaa

[Tpasmia 3amuTel KOHPHICHIHATBHOM CITyXeOHOI HHpOpMaIUK

([ IpaBusia opranu3zary npuemMa noceTuTenen

[[pasmna nenoBoro obmeHHs

L(;prKTypa OpraHM3alii H pacopeneieHune  (QyHKIUi
€Iy CTPYKTYPHBIMH TOJpa3/ieNICHUSIMH U CHEMATHCTaMHI
paBmJia OpraHH3aIlii NPUEMOB B ouce

[[TpaBHa cepBHPOBKH YaitHOTo (KodeiHOro) cToNa

paBuJia IPUTOTOBICHHUS U MI0J1a4M rOpSYMX HAIIMTKOB H 3aKyCOK

HAM

‘CozepkaHie HpOrpaMMbl  IPOGECCHOHAIBHOTO OOYYeHHS OIPENENIAeTCs Ha OCHOBE
TpeOOBaHUN NPOGECCHOHATBHBIX CTAHAAPTOB (IpPU HAIMYMH) WIM  YCTAHOBJICHHBIX
KBaTH(UKAIMOHHBIX TPEOOBaHHUIA.

I1. Copep:kaTesnHbIii pa3nes o6pazoBaTe/ibHONH NMPOrpaMMbl NPOGecCHOHAIBLHOr0
o0yueHusn

2.1. Coaepixanue nporpaMMsi NpogeccHOHAILHOr0 00yyenus

Pazaen I. O6menpodeccnonaabLHbI MOXY I

1.1. OcHoOBBI peIaAKTHPOBAHHA JOKYMEHTOB.

Teopus. KynpTypa uenoBeka u KynapTypa peud. OCHOBHBIE (QYHKIHH S3BIKA.
B3auMOCBs3b KyJIbTYphl 4ejOBeKa M KyIbTyphl pedd. HopMaTHBHBIH, KOMMYHHKATHBHBIA H
STHUYECKHUH acMEKThl peueBoil KyabTypbl. @yHKUMOHAIBHBIA CTHIIH PYCCKOTO JNHUTEPATypHOrO.
Crunu peud. OCHOBHBIE YepThi, 0COOEHHOCTH W NPHU3HAaKH Bcex cruied. HopMel pycckoro
peuesoro stukera. Opdosnus, opdorpadus. Currakcuc u myHKTyanus. [IpuHiune ¥ GpyHKimm
pycckoi myHkTyanud. CMBICIIOBast posib 3HaKoB npenuHaHus. CrocoObl oGOpMIICHHS TyKOH
peun. ’

Ipakruka. Hanucanue Tekcra Moj TUKTOBKY. AHAIN3 TEKCTA. PelakTMpoBaHHE TEKCTA.

1.2. lesoBas KyjabTYpa.

Teopus. UIMHIXK cekperaps-aaMHHHCTpaTOpa. JIMYHOCTH CEeKperaps M €ro poib B
JIEATENBHOCTH COBPEMEHHOM opranmsanud. J{OJDKHOCTHas MHCTPYKUHs. JlenoBie W JHYHBIC
KadecTBa cexperaps. JlenoBas jeHumHa-npodeccroHan. Pabodee MeCTO cexkperaps. DTHKET B
CIy’eOHBIX OTHOWmEHUsX. KopmopaTuBHas KynbTypa, (QHUPMEHHBIA CTHIb OpTraHH3alUH.
CnyxeOHasi BepTHKanb (OTHOIIeHHs B cucTeme «PykoBomuTens- mogduHeHHbIH). CiryxeOHas
TOpH30HTANL (OTHOLIEHHE B CHCTEME Kolulera- Koiutera). CnyxeOHas cybopmunanus. Hopmbl 1
TIpaBHJIA OTHOIICHMI COTPYAHHUKOB C IPEACTABUTENSMH CTOPOHHHMX OpraHH3allui, apTHepaMHu,
KIMeHTaMK, moceTuTesiMH. CyOopauHamus. OMOIMOHANBHO- HEHTpalbHBIA  JIENOBOH
xapaktep. KoHueHInanbHOCTS.

[MpakTuka. Jlenosas urpa: «OpraHu3aiusa COBEIIAHU)

1.3. OcHOBBI 1€/I0IPOA3BOACTBA
Teopusi.  JIoKyMeHTaUMOHHOE  oOecredeHHEe  YNPABICHYECKOH — AEATEIBHOCTH.
CexperTapb B CTpyKType YympasieHus. HopMmaTHBHO-MeTonM4ecKas 0asa JeMONpOHM3BOICTBA.



OcHOBHBIE TEpPMHUHBI BIEJONPOH3BOACTBE. 3aa4d  JEJIONpOu3BoAcTBA.  TpeGoBamme K
opopmiieHHIO JoKyMeHTOB Ha ocHoBe ['OCT. JloxkymeHTHpoBaHme. JIOKYMEHT, BHJIBI
NOKYMEHTOB, MX KiaccHbukarus. PexBusutbl nokymenroB [IpakTHka. AHauM3 JTOKYMEHTa,
OPHHIHUI IIOCTPOCHMs. bnaHku n0KyMeHTOB. PeKBU3HTHI JIoOKyMeHTa. JIOKYMEHTHPOBAHHE,
BHJIbI B CIIOCOOBI. TpeGoBaHUS K TEKCTy NOKyMeHTa. TpeGoBaHMs K M3TOTOBJICHMIO JOKYMEHTA.
3auer «HopMaruBHO-MeTOomMuecKkast Gasa jaenompom3BojcTBa. TpeboBaHue K OGOPMIEHHIO
JIOKyMEHTOBY.

1.4. Texuuxa mamuHonucu. Pazgen Ne 1 «Caenoit» aecarunaibueBbiii MeTo
nevat Ha [IK. Teopus.

OCHOBHbIC IPUHLHUIIBI «CICIOrO» AECATHMANBIEBOTO MeTOJa IeYaTH Ha HHUIMymnel
mamuHke u IIK. Ilosumnum nanbueB Ha kinaBuatype. J[OKYMEHT, BUABI JOKYMEHTOB, HX
KJIacCU(pUKaIHsl.

PexBU3HTBI NOKyMEHTOB. 3HAaKd NpenuHaHus. Apabckue nudppbl. KommdecTBeHHBIE,
nopsaKoBble yucnuTenbubie. Hymeparws nyakros. Pumckue nugpel. Hanmncanue nar

[lpaktuka. OdopmieHne JOKyMeHTOB. lleyars JecATHNANBIEBBIM  METOIOM.
Odopmnenue rpanuir.IToss nokymenToB. Y cranoka nojeii. [Ipakruueckue 3aganus. «OtpaboTka
neyaTH Ha Kiasuarype. Habop texctoB» «Odopmienne nokyMeHToB. [TeuaTh qecaTunaibLEeBbIM
METOAOMY». 3a4eT.

1.5. Texunka mamuaonucu. Paznen Ne 2. Uzyuenne TexHUKH e4aTH

Teopus. OcBoeHrne NpUEeMOB TEeXHHKH NUchMa. OO0paboTka KpUITOIpaMM IJIaCHBIX
OykB. Ot opMIiteHHE 3aroJI0BKOB M oa3aroiaoBkoB. Hymeparus crpanui. TekcToBbIe COKpaIICHHSL.
Ilpsamas peus, muratel. OdopmieHue npuMedaHuii, npwioxeHuil. HcmpasieHue omMOOK.
Hcnpasnenune ommbok Ha ITK O6paboTka KpunrorpaMM OyKB OCHOBHOH IMO3HIMH IAJIBICB.
KpunrorpamMer rnacHeix OykB. Ileyats CIIOroB «corjacHas — IJIaCHast - 2 COIJIACHBIX»; «2
COIVIaCHBIX - [JIaCHAsl - COTJIacHas», paboTa co CJIOTaMHMTHIIA - COTJIAaCHAS - COIIaCHas IIacHas).
KpuntorpaMMbl OCHOBHOIM MO3HIMH TaIblleB. O6paboTKa KpuIITorpaMm OyKB BCEH KJIABHATYPHI.
ITeyaTs cnoroB, me4aTh ABYX - M TPeXOYKBEHHBIX KOHEYHbIX OykBocoderaHui. OdopmieHue
MAaIMHOMUCHBIX paboT. TaGmuupel.  OdopMieHHe ¥ HM3rOTOBICHHE TaOMMUHBIX (opM
JOKyMeHTOB. [IpaBuiia BBINOIHEHHS CIIOXKHBIX TaOIHI]

IMpakTuka. PaGota ¢ TekcToBBIM HOKyMenToM. HaGop Texcta mox mukroBky. Pabota c
tabnunamu. OdopmileHHe H H3roTOBJIEHHE TaOIHYHBIX POPM JOKYMEHTOB.

1.6. Texnuka mamunonucu. Pazgena Ne 3. Cxopocth megarn

Teopus. Onpenenene ckopoctr nmegatn. CKOpOCTh evaTu u kadecto pabor Ha IIK.
INpakTuka. Habop Texcra Ha ckopocTs. KadecTBeHHBIH HAbOp TEKCTA.

, Paznen I1. ABromatuzanua OY

2.1. Oducnoe odbopyaoBanue.

Teopus. Opranu3aunoHHas TeXHHKa. BHABI B yCTpOWCTBO OpraHH3allHOHHON TEXHUKH.
Kcepokc. ®akc. Ilpunrtep. Cxamep. IlepconampHblii koMnbroTep. MynbTumenuinoe
obopynoBanue. IledarHoe W MHOXHUTENBHOE 00OpynoBaHHE. JIEMOHCTpanMOHHAs TEXHHKA.
CucreMa cBsa3u. Mynsrumerua. CkaHUpoBaHHE H300paXKEeHUH.

Ipakruka. PaGoTta ¢ oprrexaukoii (opucHsM 06opynosannem). CkaHupoBaHUEe

2.1. DaexTpoHHbIi odrc.

Teopusi. Oducubie OPHIOKEHHS. JIOMONHUTENIBHEIE BO3MOXHOCTH. AMIIEPAHTHOS
obecriedenne NepcoHANbHOrO KoMmmbiotepa. OnepaunonHas cucreMa Windows. CiryxeOHbie
nporpaMMbl.  TekctoBerii penaktopMS Word. Pemakrop anmextponHbix Tabmuin MSExcel.
ITporpamma MSPowerPoint. TectoBsiii penakrop MS Word. 3anyck i Hauano paGotsl. Beox u
penaktapoBaHne TekcTa. PopmarmpoBanue Tekcra. Odopmienne crpanun. Odgopmienue
JOKYMEHTOB ¢ roMoinsio tabynspa. OdopmieHue O1aHKOB JOKYMEHTOB. MeHIO U OCHOBHBIE
moustas MS Excel. Dnexrponnas Tabnmma. 3nakomcrtBo ¢ dkpanoM MS Excel. IManenn
uHctpyMenToB MS Excel.BBox WM penakTHpOBaHME INAaHHBIX. AHAIM3 H 06paboTka ITaHHBIX.
IIpesentarus MS PowerPoint. Bosmoxuoctu MS PowerPoint. Craiinel. PaGota ¢ TexcTOM.
DNeKTPOHHBIEJOKYMEHTEI M MX XpaHEHHe. DKCIECPTH3a IEHHOCTH JOKYMCHTOB.



Ilpaktuka. Pabota ¢ Tabnunamu @ rpadukoit. OdopmieHre mnpeseHTandH B MS
PowerPoint.

Paszpen III. Ilpodeccuonanbupiii Moy ib. [1e/I0NpoU3BOACTBO B OPraHU3ALHH

Teopus. CoctaB ynpapiaeHYeCKHX JOKYMEHTOB oOpraHu3amud. OpraHu3alHOHHBIE
NoKyMeHTHl PacnopsiiutensHpie nokyMeHThL. MH(GOPMAUMOHHO - CHpPABOYHLIE IOKYMEHTEL
Henosas nepenucka. IlpaBuia odopMiieHHs, CTPYyKTypa M BHABI JEJIOBBIX IIHCEM.
JloKyMeHTanys MO JOTOBOPHBIM IPaBOOTHOMIEHHSM. Opranusanus paboTel ¢ JOKYMEHTaMH.
Opranumsanus nokymeHTo000poTa. Perucrpaimsa 1okymenToB. TeKyllee XpaHEHHE JOKYMEHTOB.
Homenxknarypa nen. ApXHBHOE XpaHEHHE JOKYMEHTOB OCHOBHBIE PEKBH3HTHI M TPOOBAHHS K
OopOpMIICHHIO  10roBOpoB.  JIOKYMEeHTBI  mpeanmpuaTus Knaccupukamus — JOKYMEHTOB
YHOPaBJICHYECKOH JesTenbHOCTH. YcraB. [lomoxenus. IlltatHoe pacmucanme. [IpaBuna
BHYTPEHHETO TPYJAOBOro pacmopsiaka. Ykasanus. IlocranoBnenus. Ilpukassl mo OCHOBHOH
JAeATeNbHOCTH. Bpimucka w3 mnpukazoB. Pacnopspkenuwe. Pemenme. Ilpotokxon (monHbI H
kparkuit). Axt. CnpaBku. Jloxmamsas 3amucka. OOBACHHTENBHAA 3amHCKa. 1enerpamma,
tenedoHorpamma. PexBusutsl muceMa. ITucemo-mpocs6a. ITuceMo-otBeT. IlpuriacurensHoe
nuceMmo. ConpoBoautenbHoe muCbMO. [InceMo - coobmenme. IluceMmo-oTkas. KpemutHsiid
norosop. Jlorosop xpanenus. Jlorosop mocraBku. JloroBop mpokarta. Kommepdueckuii 1orosop.
IonsiTre "HOKYMEHTOOOOPOT" W Pa3BUTHE €r0 HOPMATHBHOHW METOLHYECKON periaMeHTaIUH.
XapakTepHCTHKa JTOKYMEHT0000pOoTa. DTalbl JBHXKEHHS H IOPSAOK 0OpaGOTKH JOKYMEHTOB.
Pabota ¢ Bxoasmmmu JoKyMeHTamu. DTanbl 00pabOTKHM JTOKyMeHTOB. KOHTpPOJb HCIONHEHHUS
JOKYMEHTOB. Peructpanus qoKyMeHTOB, BUABI peructpanuu. OnpeneneHue CpOKOB XpaHEHHsL.
[Mopsinox Beimauu aein. Ioaroroska Aen U nepeaauya B apxus. DopMa onucH U akTel. Ilepenada
Jei B apxuB. PaboTa ¢ koHpUeHIIHATEHBIMA TOKYMEHTAMHU

Ipaktuka. CopTHpoBKa IOKYMEHTOB 1O KiaccHukamum». CocTaBlieHHE HITATHOTO
pacnucanus. PaGora ¢ pacmopsmutensHBIME JokyMeHTamu. CocraBieHHe MHGOPMALOHHO -
cnpaBouHOM JokymeHTanuu. Odopmiuenue aenoBeix nmuceM. OdopMiieHHEe THIIOBBIX JOTOBOPOB.
PaGora ¢ ucxoasiiuMu ¥ BHYTpEHHHMH AokyMeHTamu. OQopMieHHe HOMEHKIATYphlI JEL.
Odopmienne JOKyMEHTAI|Y JJIs apXHBa.

Pa3zgen 1V. Cnennansnblii moayJib. Kagposoe obecnieuenne

Teopusi. Tpynosoit kogekc P®. Tpynosoii moroBop, ero 3axioudeHue. OdopmiecHue
TPYZAOBOro JoroBopa. CTpyKTYPHBIH HpHKa3 MO NPeIIpUATHIO. 3HAYEHHE TPYAOBOrO JOroBopa.
3aKioueHHe TPYAOBOTO JOTOBOpPa Ha OMpeeieHHBIH W HeonpeneNeHHbIH CpoK. OCHOBHBIE
PEKBH3UTH TPyJ0BOro goroBopa. TpynoBele mpaBa W 00s3aHHOCTH paboTHHKOB. Ilopsnox
npreMa Ha pabory. JIOKYMEHTHI HpH npueme Ha pabory. ABroOmorpadus. XapakTepHCTHKA.
Bassnenue. Pestome. ITprkas o npreme na padoty.[Ipoctoii u cinoxubli mpukas. TectupoBanue.
[epeBox Ha apyryio paboty. Ilpekpamenne TpynoBoro gorosopa. IIpukassl 0 MOOHIPESHHH U
HAJIOXKEHMH B3biCKaHui. JIM4Has Kaproyka, HOpsAZOK odopmieHHs M XxpaHeHwe. Ilopsmox
BEJICHHS TPYJOBBIX KHIDKEK. BeJeHue JTHYHBIX A€, OCHOBHBIC JOKYMEHTHI.

IMoaroToBKa MOKYMEHTOB K apxWBHOMY xpaHeHuto. IleHcmoHHBI QoHA: coava
OTYETHOCTH ¥ JOKyMeHTe it opopmieHus neHcuu. OopMIleHHE apXUBHBIX CIIPABOK.

IMpakTuka. CocraBinenue TpyaoBoro jgorosopa. CocTaBiieHHE HPHKa30B. 3alONHEHHE
JIMYHON KapTOYKH. 3anojHeHue TpyHoBbiX KHIKeK. CocraBnenue orueTHOcTH. CocTaBlicHHE
mpukasa. Cocrapnenue akta. CocraBnenue MaCTpyKuuu.

Pasgen V. KoncyabTanuu
Koncynpramuu mpoBojstcss s oOydatommxcs mo IIporpamme B TEYEHHE BCETO
nepuosa oOydeHHs M HO WTOraM | roma oOydeHHs Iepel NMPOMEXYTOYHOH aTTecTanyei.
KoHCybTaluy o H3y4eHHOMY MaTephalty, MPOJODKEHHIO IPOdeCcCHOHANIBHOTO 00pa3oBaHus,
Tpyaoycrpoiicty. [TofBeneHrHE HTOrOB TEOPETHYECKOTO 00yUeHHs (Oecena, TECTOBBIH KOHTPOJIb

M JIp.)



Paspen VI. Atrrecranus
6.1. IIpomexyrounas arrecranus. /[uddepeHnupoBaHHbIil 3a4eT
6.2. HroroBas arrecramusi. ATTecTalMsi OOYYaONMXCS B COOTBETCTBHM C
Ipo(eCcCHOHANBPHBIMUA TPEOOBAaHMSAMH M KBATU(HMKAIMOHHONW XapakTepuctukoil «Cexperaph-
aAMHHUCTPATOPY. ‘ '
2.2. Y4eOublii maan :
B yueOHOM I1aHe 0TOOpaxKaeTcs JTOTHUECKas! OC/ICI0BATENBHOCTD OCBOSHHS Pa3/IeiioB,
obecneyuBaromux GopMHPOBaHHE KOMIIETCHI[HIA.
VYkaseiBaercs o0mmIas TPy A0eMKOCTh Pa3IesioB, MOIYJIE.

Ne HaumenoBanue paznenos Bcero B Tom uucne - ®opma
n/n 4acoB | Jlekumn | Ilpakteka | CaMmoOCT. KOHTPOJIA
: paboTta
1 rox odyuenus
L Oo0menpodgeccHoHATLHBIHMOXY D 42 16 22 4
1.1. | OCHOBBI peJaKTHPOBAHHMS JOKYMEHTOB 8 4 4 - TectupoBanue
1.2. | lenoBas kynsTypa 2 2 - - JlesoBas urpa
1.3. | OCHOBBI fAETONPOU3BOCTBA 10 4 5 1 3auer
1.4. | Texnuka Mmammnonucu Pasgen Nel 14 4 8 2
1.5. | Texuuxa Mammbaonucu Paznen No2 8 2 5 1 IpaxTiraeckue
3aJaHus
1.6. | Texunkxa mammuonHcH Pasgen No3 - - - -
IL ABTromarmzanua QY 2 1 1 - -
2.1. | OducHoe obopynoBaHue 2 1 - 1 - Onpoc
2.2. | DnexTpOHHBIH ohHC - - - - -
III. | IIpodeccnonanbublii Moay 1b 18 7 9 2 [TpakTiyeckue
3.1 Jle0npon3BOACTBO B OpraHU3aliuu 18 7 9 2 3aJaHus. 3a4cT
IV. | CnenuaabHbIii MoIyIb 6 2 4 -
4.1. | KanpoBoe obecrnieuenue 6 2 4 - 3aueT
V. KoncyabTanun 2 - 2 -
VI | ArrecTtanus 2 - 2 -
6.1. | IlpomexxyTouHas aTTecTaius 2 - 2 - 3auer
6.2. | Utorosas arrecranus - - - - -
‘ Hroro 1 rop 72 26 40 6
2 rox o0yuenust
L O6menpodeccnoHaNLHLIHMOLY L 16 2 10 4
1.1. | OCHOBBI peAaKTUPOBAHUSA JOKYMEHTOB 4 - 2 2 TectupoBanue
1.2. | Jlenoas KynbTypa - - - - -
1.3. | OCHOBBI A€TONPOU3BOACTBA 4 - 3 1 TectupoBanue
1.4. | Texuuxa marmugonucH Pasnen Nel - - - - -
1.5. | Texnuka mamyHonucH Pasgen No2 2 - 2 . [MpakTryeckue
1.6. | Texauka mammuHONHCH Pa3en Ne3 6 2 3 1 3a/1aHus. 3a4eT
1L Asromarmanus QY 2 1 1 -
2.1. | OducHoe obopyznoBaHue - - - - -
2.2. | DNeKTpOHHBIA 0duUC 2 1 1 - Omnpoc
I11. | IIpodeccuonanbLHBbIH MOTYJIb 10 4 5 1 [TpakTuueckue
3.1 | Henonpou3BoacTBO B OpraHU3alul 10 4 5 1 3aJaHus
IV. | CnennajabHbI# MOTYJIH 4 2 2 -
4.1. | Kagposoe obecrieuenue 4 2 2 - TectupoBanue
V. KoncyabTanun - - - -
VI | Arrecranus 4 - 4 -




6.1. | IlpomexyTounas arrecranus - - - -
6.2. | Utorosas arrecranms 4 B 4 - Kpannpukauuo
HHBIY 3K3aMeH
Hrore 2 rog 36 9 22 5
| Hroro 108 35 62 11

2.3. TemaTnueckoe maanupoBanne

Haunmenosanne pasnesios 1 | Cogepkanne yuebnoro Mmarepuana, jabopatopnsie pabornsl | Ofbem
TeM H ODPaKTHYeCKHe 3aHATHS B 9acax
1 2 3
Ob6menpodgeccHoHabHBIH MOTYJIL
OcHOBBI pefaKTHPOBAHHS JOKYMEHTOB 8
Kynerypa uenoBexan OcHoBHBIE (QYHKIUHU S3BIKA. B3aMOCBS3b KyNBTYPHI YeloBeKa 4
KyIbTypa peun M KyIbTypel peud. HopMaTuBHBIH, KOMMYHHKaTHBHBIA U
STHYECKHH aCTIEKTHl PEYEBOM KYILTYPEL
OyHKITMOHANBHBIACTHIIN Crunn peun. OCHOBHBIE YepPTHI, 0COOEHHOCTH U MPH3HAKH BCEX 4
pyccKoro auTeparypHoro | cruieid. HopMbl pyccKOTOpeyYeBOro 3THKETA.
JenoBas KyJabTypa 2
Hmumx cekperapst JImdHOCTRP CeKpeTaps W €ro  poiib B ACATENBHOCTH 1
COBPEMEHHOM opraau3auud. JloJDKHOCTHasE HHCTPYKLHS.
HenoBele u u4HBIe KayecTBa cekperaps. [lenosas xeHmuHa-
npodeccuonan. Pabouee mecto cexperaps.
OTUKET BCITyXeOHBIX KopnopaTuBHasg KynbTypa, PUPMEHHBI# CTUIIb OpraHU3alUU. 1
OTHOLICHHUSX Cnyxebnas BEPTHKAJIb (oTHOMIEHMS B cucTeMe
‘ «PykoBoauTens- MoAudHeHHBIH). CnyxeOHas TrOpuU30HTAIb
(oTHOmEHME B cucreMe Kowtera-kosuiera). CirykeOHas
cyOoopauHanus. HopMbl U IpaBriia OTHOLIEHUH COTPYAHUKOB C
MPeACTaBATENIAMA  CTOPOHHHUX OpraHu3ainuii, NapTHEPaMH,
KymeHTamu, nocetutensMi. CybopauHauus. DMOIHOHAIBHO-
HelTpalbHBIH AenoBoi xapaktep. KonduaeHInanbHOCTD.
OcHOBBI 1€JIONPOH3BOACTBA 10
JoxymenTupoBanmue. OCHOBHBIC [OHSTHS. THIONOTHS JOKYMEHTOB. @OpMaThi 10
JIOKyMeHT, BHJIbI Oymarn u gnond. OOmmue TpeboBaHMS K COCTaBICHHIO
JOKyMEHTOB, UX JOKYMEHTOB. bBilaHKH NOKYMEHTOB. PeKBHM3HMTHI [JOKYMEHTa.
kiaccudukanug. Pekpusutol | JIokyMeHTHpOBaHHE, BUIBL U cIIOCOOBL. TpeboBaHHA K TEKCTY
JOKyMEHTOB JokymeHTa. TpeGoBaHMSA K H3TOTOBJICHHMIO [OKYMEHTA.
Mynerumeanitnoe 060pyoBaHue. '
IIpaxTuueckan pabora: «TpeboBaHHA K COCTABJICHHIO
AOKYMEHTOB. /IOKYyMCHTHpOBaHHE)
TexHUKa MANIMHONHCH
Pazoen Ne 1 «Cnenoii» decamunanbyesviii memood neuamu va IIK 14
OCHOBHBIE IPHHIIMIIBI Hsyuenre xnaBuarypsl. OOuue mpaBuna paboTel. OCHOBHEIE 8

«CTETIoro»
JIECATUHTIANIBLIEBOTO METO/AA
IevyaTy Ha MUIymei
mamuake 1 K

OPHHIMIL TICYaTH JAecsTUnanbiesoro Meroxa. llomwstue o
JIECATANATBLEBOM CIETIOM METO/E MUChMA.
IlpaxTuueckas  pabora: «Orpaborka
KJIaBHATYpe.

Ha6op TexkcToB»

NeYaTHu Ha




ITosuuuu naneues Ha {Odopmnenne rpaaun. Ions goKyMeHTOB. YCTaHOBKA IOJIEH. 8
KJIaBHarype. Wsyuenne OCHOBHOTO psia KiaBuaryphl. M3ydyeHuwe Oyks
BEpXHEro psfa KiIaBHaTyphl. 3HaK '"deprouka". Ao03ail.
H3syyenve ueTBepTOro psija KjaBHAaTypbl. 3HAKH MPEIHHAHUS.
Apabckue uudpoL. Konuuecrsennsie, TIOPSIKOBBIC
yuciuTenbHble. Hymepanus mnyHkToB. PuMckue 1udpsl
Hanucanne par.
IlpakTnyeckass paGora: «OdopMileHHEe JOKYMEHTOB.
IeyaTs JecATHNANBLIEBBIM METOI0M»
Pazoen Ne 2. H3yuenue mexnuku neuamu 8
OcBoenme npueMoB TexHuku | OgopMileHre 3aroloBKOB M MOJ3arolioBkoB. Hymepanus 2
nuchMa crpanul. TekcToBble cokpaineHus. lIpsmas peub, IUTATHL
Odopmienne npumevanuii, npuwioxenuil. HWcnpasieHue
omuOok. Ucnpasnenue omubok Ha ITK.
IpakTnyeckass  paGora: «Pafora ¢  TEKCTOBBIM
JOKYMEHTOM)
OGpabotka kpuntorpamMm | Kpuntorpammer riacubix 6yks. IleuaTs cioros «coriacHas - 3
IJIACHBIX OyKB rjlacHas - 2 COINIacHBIX»; «2 COrJIaCHBIX - TJlacHas -
CorlacHas», paboTa co cloramMm THIA - «COIJIAaCHAs -
corJiacHas IJIacHas.
Mpakmnyeckans  padora: «PaGota ¢  TEKCTOBLIM
JOKYMEHTOM))
O6paboTka kpuntorpamm | KpunrorpaMmbl OCHOBHOM mo3uuuM mnanbies. O6paGoTka 3
OyKB OCHOBHOMTO3HIIMH KpunrorpamMM OykB Bceil knaBuatypbl. Ileyats ciioros, me4arsb
nanbLeB JIBYX - H Tpe€XOYKBEHHBIX KOHEYHBIX OYKBOCOYECTAaHHH.
Ipakruueckas  paGora: «PaGora ¢  TEKCTOBBIM
JAOKYMEHTOM.
Habop Texcra noa IMKTOBKY»
ITpakTH4eckoe 00yueHnune 2
Astomarusanus OY
Paznen Ne 1. Oducuoe o6opyaoBaHue 2
OducHeie npunoKeHus. AmmepanTHOEe of0eceueHUe TEPCOHATBHOIO KOMIBIOTEPA.
JlononHurenbHbIC Onepanuonnas cucteMa Windows. CiyxeOHble TpPOrpaMMBL 2
[leyatnoe " MHOXXHUTEJIBHOE o6opynoBaHHE.
JemoncTpannonnas texHuka. Crucrema cBsizH. MysnbTUMeaHA.
CkaHnpoBaHHE H300paKeHHUH.
HpodeccHonanbHblii MOTYIb
de1onpou3BOACTBO B OPraHH3alNH 18
CoctaB ynpaBieHUECKHX Hoxymentsl mpeanpustas. Kiaccupukanus JSOKYMEHTOB 1
NOKyMEHTOBOPIraHM3allMK | yIPaBIeHIECKOH 1eATENLHOCTH.
Hpaxtuueckas pabora: «CopTHpoBKa [I0KYMEHTOB IO
Kjaaccupuxanum»
OpranuzainoHHbIE Veras. Ilomoxenus. IllratHoe pacnucanue. [Ipasuna 1
JOKYMEHTHI BHYTPEHHETO TPYIOBOI'O pacIIOpsIKa.
Ipaxruyeckan  pabora:  «CocraBjieHHe  IITATHOIO
PACIHCAHHA»
PacnopsauTtensHbIe Vkasanua. Ilocranosnenus. [lpuxa3sl 1O OCHOBHOM 2
JOKYMEHTHI JIESITCIBHOCTH. Beimucka u3 MIPHKA30B.

Pacniopsixenue. Penienue.
IIpaxTnueckas padora: «Pabora ¢ pacnopAIUTEILHbLIMU
AOKYMEHTAMM




NudopmannonHo - IIpotokon (monueri u kparkuii). Axt. CnpaBku. JloknanHas 2
CIPaBOYHBIE JOKYMEHTEI 3allUCKa. OO6BsicHUTETEHAS 3amucKa. Tenerpamma,
TenedpoHorpamMma.
IIpakTHueckas padora: «CocraBjieHne MHPOPMANHOHHO-
CIPaBOYHOH JOKYMEHTAIHH»
JlenoBas nepenucka. PexBusuter mucema.  IluceMmo-mpocwba.  Ilucemo-oTBeT. 2
[TpaBuna opopmiieHus, [Ipurnacuremsroe nuckMo. CoONpPOBOIUTENBHOE TMHCHMO.
CTPYKTypa ¥ BUABI JenoBbiX | [IncbMo-coobmenne. [TucemMo-0TKa3.

MIACEM IlpakTHueckas pabora: «OdopmiieHne JeT0BLIX IHCEM
JlokymenTaius o Joropop kxymnu - npomaxu. JloroBop apeHasl. Jlorosop 2
JIOTOBOPHBIM IPaBo- MeHbl. KpeautHsiii morosop. [loroBop xpanenus. Jlorosop

otHoweHHsIM OCHOBHBIC nocrasku. JloroBop npokara. Kommepuecknii 10roBop.
pexBU3UTEI H TpeOoBaHus K | Ilpakrudeckas padora: «Odopminenne THIIOBBIX
O0()OPMIIEHHIO IOTOBOPOB | IOroBOpOB»
Oprauusanus paboTeic Ilonatue "nokymMeHTOOOOPOT" M pa3BUTHE €r0 HOPMATHBHOM 2
JoKyMeHTaMu. Opranu3anus | MeToauYecKo periaMeHTanum. XapakTepucTHKa
JIOKYMEHTOO00pOTA. JOKYMEHTO000pOTa. DTanbl JBMXCHHS H TOPSIOK 00paboTKH
Peructpanus nokymeHroB. |nokymeHnToB. Pabora ¢ BXOASIIMMH AOKYMEHTaMH. OTalbl
00paboTku JokymMeHTOB. KOHTpONIB MCHONHEHUS TOKYMEHTOB.
Perucrpaius TOKyMEHTOB, BUABI pETUCTPaLMH. _
IlpakTuyeckass pabora: «Pabora ¢ HCXOAAIMHUMH H
BHYTPEHHMMH JO0KYMEHTAMH»
Texyinee xpaHeHne OnepatuBHOE XpaHEHHE JeN (IPOBEpKa HAIMYKS JOKYMEHTOB, 2
JOKyMeHTOB. HoMeHKkIaTypa |mOpsAaoK BblIAYH J€N). OJIEKTPOHHBIE NOKYMEHTBI M HX
JIe. XpaHeHue. DKCIEePTH3a [IEHHOCTU JOKYMEHTOB.
IIpakTnueckas pabora: «OdopmieHHe HOMEHKJIATYPBI
i () 13
ApPXWBHO€ XpaHEHHE OnpenencHue CcpokoB xpaHeHus. Ilopsook BbelIa4H g€, 2
JIOKYMEHTOB IMoaroroBka fen W nepenava B apxuB. PopMa ONMUCH H AKTHL
IMepenaya nen B apxuB. PaGora ¢ KOHGQHIEHIHANLHBIMU
JOKYMEHTaMH.
Ipakruueckas padora: «Odopmiaenne NIOKYMEHTANHH 151
apxuBa2
OpraHuzanuonHasiTeXxHuka |Buasl u ycTpolicTBO opraHuM3anoHHOM TexHHMKH. Kcepokc. 2
Qakc. Ilpunatep. Crkanep. llepcoHanbHBIH KOMIBIOTED.
MynpTHMeauiiHOe 000pyAOBaHHE.
IpakTuueckas padora: «PaboTa ¢ OprrexHHKOA»
CrnenunaabHbIil MOOYJIb
KanapoBoe oGecnieuenne 6
Paznen 1. OcHOBHBIE 321241 YIIPaBJICHHS KaApaMH 6
Tpynoso# konekc P®. 3pHayeHde TPYHDOBOTO JOTroBOpa. 3aKIIOYEHHE TPYIOBOTO 3

TpynoBoii 10roBop, €ro
3axmouenue. OpopmieHue
TPYZOBOI'O IOI'OBOPA.

JOroBopa Ha OINpPEACICHHBI W HEONPEACICHHBIA CpPOK.
OCHOBHBIE PeKBH3HTHI TPYAOBOTO J0roBopa. TpynoBbie Mpasa
U 00S3aHHOCTH paOOTHHKOB.
IIpakTnueckass  pabora:
JOTOBOPA»

«CocraBjieHne  TPYAOBOIO




CrpyKTypHBIiIPHKAa3 110 Ilopsnox mpuema Ha paboty. JIOKyMEHTHI NpH HNpHeMe Ha 3
NPEANPHUATHIO. pabGoty. ABroOmorpagusi. XapaKTepucTHKa. 3asBICHHE.
Pestome. Ilpuka3 o npueme Ha paboty. IlpocToli U cioxHbIH
npuka3. TectupoBanme. IlepeBog Ha npyryio paborty.
IIpexpammenue TpyaoBoro gorosopa. Ilpukassr o moonipeHuu u
HaJIOXXCHUHU B3bICKAHUI.
IlpakTnueckas pabora: «CocTapjieHHEe IPHKA30B»
KoncyasTanumn, KoHcynpTanuu no H3yd4eHHOMY MaTepHally, IPOIOIKCHUIO 2
NO0ABEICHHEUTOT OB npodeccHoHanbHOr0  00pa3oBaHMsl,  TPYOOYCTPOMCTBY.
Ilogsenenne utToroB Teoperuueckoro odOyuenus (Gecena,
TECTOBBI KOHTPOJIb U JIp.)
IlpomesxxyTounasi arrecranus (muddepeHITnpoBaHHbIN 3a4€T) 2
2 rox o0yueHHuS
HanmenoBanue pazgesios | Coaep:xanue yueOHOro Marepuajia, jJadoparopaoie padorsl | O0nem
H TEM H NpaKTHYecKHe 3aHATHS B Yacax
1 2 3
Oo6menpodeccuonanbHbIH MOIYJIb
OcHOBbI pEAKTHPOBAHUA JOKYMECHTOB 4
Opdoomus, Opdorpapus | Opposnuueckre HOPMBI JHTECPATYPHOTO s3bIKA. IIpHHIMIBI 2
pycckoit op¢orpaduu. OcoGEHHOCTH PYCCKOTO CIIOBECHOTO
yJlapeHusl. ’
Cunrakcuc Cooco6b1 opopmienns dyxoit peun. IlpuHuunst u GyHKIHH 2
IYHKTyaus pycckoii myHKTyanuu. CMBICIIOBas pOJIb 3HAKOB IIPEIIMHAHMS.
IlpakTnueckas pabora: «PeJaKTHPOBaHHE TEKCTAN.
OcHOBBI A€JIONPOH3BOACTBA 4
JIOKyMeHTHPOBaHHE. OcHOBHBIE TOHATHA. THOONOTHS ROKYMEHTOB. (Popmarbl 4
JIOKyMeHT, BUJIBI Oymarn u moyna. OOmue TpeOoBaHUA K COCTABICHHIO
JIOKYMEHTOB, UX JIOKYMEHTOB. biaHKu JOKyMEHTOB. PeKBH3UTBI JOKYMEHTA.
KITacCUpUKAIHSL. JoxyMenTrpoBanue, BUAbI U cocoObl. TpeboBaHUsA K TEKCTY
PexBu3nThIIOKYyMEHTOB  |HOKyMeHTa. TpeGoBaHHMS K H3TOTOBJIICHUIO JOKYyMEHTA.
MynsTuMeuitHOE 000pYI0OBaHHE.
IpakTuueckan padora: «TpeGoBanmsi K COCTaBICHHIO
AOKYMeHTOB. [lokyMeHTHpOBaHHE»
TexHHKA MANIUHONHCH .
Pazoen Ne 2. H3yuenue mexnuku nesamu 2
Odopmnenue Ta6muupl. OdpopmiicHHe W W3rOTOBJIEHWE TaOIMYHBIX (opm 2
MAaIIMHOMKMCHBIX paboT | 0KyMeHTOB. [IpaBuiia BEINOIHEHHUS CIIOXKHBIX TAOJIHIL.
IlpakTaueckas  pabora: = «Pafora ¢  Tabaumamm.
Odopmiienne #  M3roTOBJAeHHE TAOJHYHBIX  Gopm
AOKYMEHTOB)
Pazoen Ne 3. Ckopocme neuamu 6
Onpenenenneckopocty | Habop Tekcra Ha nuiymieii MalgHKe. 3
[eYaTy Ha MUIIymeit HpakTnueckas pabora: «Habop TekcTa HA CKOPOCTH»
MAanIHHKe
CkopocTb neyatu u Ha6op tekcra na I1K. KadectBo pabots! Ha I1K. 3
kauectBo pabor Ha [IK.  |IIpakTnyeckas padora: «KauecTBeHHBII HA0OP TEKCTa»
IIpakTHYeckoe 00ydeHue
ABTomarmzanusa QY
Paznen No2. JaexkTpoHHblii oduc. 2




TexcroBsiid peakropMS
Word

TectoBerii pemaktop MS Word. 3amyck @ Hayamo paboOTHL
BBonu penaktupoBanue Tekcra. DopMaTHpoBaHHE TEKCTa.
Odopmnenue crpanut;. OdopmieHne JOKYMEHTOB € TIOMOIIBIO
tabymipa. OpopmiieHne OJaHKOB TOKYMEHTOB.

PenakTop snexTpoHHbIX |MeHio # ocHOBHble mnoHATHa MS Excel. Onekrpousas 1

tabmair MSExcel tabmura. 3HakoMcTBO ¢ okpanoM MS Excel. [lanenm

uHCcTpyMeHTOB MS Excel.BBox u pemakrupoBaHHE JJaHHBIX.
Anamus u o0paboTka naHHEIX. Pabota ¢ TabnumamMu u
rpaduKoii.
IIpodeccnonanbHblit MOAY b
Jde10npou3BoACTBO B OPraHU3AHA 10
CocraB ynpapneHueckux | JlokymenTsr mpemnpustus. Kiaccuduxanmms TOKyMEHTOB 1
JOKYMEHTOBOPTaHU3alUH | yIIpaBlIeH4eCKOH JAesTeIbHOCTH.
IIpakTnyeckas pabora: «CopTHpPOBKAa JOKYMEHTOB IIO
KJIacCHpHKAIHI)
Oprasn3aoHHbIC VcraB. Ilonoxenus. IllratHoe pacnucanue. IlpaBmna 1
JNOKYMEHTBI BHYTPEHHET'0 TPYAOBOTO PacIopsiIKa.
IlpakTuueckas  padora: «CocraBjeHHe  HITATHOrO
pacnHCaHHusD) - '
Pacnopsnutensabie Vkasanus. IloctanoBiienus. IIpuka3sl 10O  OCHOBHOM 1
JOKYMEHTDI JEATeNFHOCTH. Brimucka u3 * TPHKA30B.
Pacnopsbxenue. Pemenue.
Ipaxruueckas paGora: «Pabora ¢ pacnopsiguTeILHBIMMA
AOKYMEHTAMI»
HudopManoHHo - Ilporoxon (monHbii m kparkuii). Akt. Copasku. JloknanHas 1

CIPaBOYHBIE JOKYMEHTH! | 3alHCKa. OO6BscHUTENbHAS 3alUCKa. Tenerpamma,

TenedoHOrpamMma. ‘
IIpakTuueckass pabora: «CocrasjieHHe HH(POpMAIHOHHO-
CHPABOYHO JOKYMEHTALMID)

JlenoBas nepemucka. Pexsusutel  muckma.  Ilmcemo-mpocsba.  [HCEMO-OTBET. 1

IlpaBuna opopmiecnus, |IlpurnacurensHoe nucbMo. CoNpOBOAMTENBHOE MHCHMO.

CTPYKTypa ¥ BHAIBI ITnceMo-coobmienue. ITncbMo-0TKA3.

JIETOBBIX ITHCEM IIpakTH4eckas padora: «OdopmiicHne NeI0BLIX MHCEM)
JoxymenTanus o Horosop xymmn - mponmaxu. Jlorosop apenzasl. Jlorosop 1
JOTOBOPHBIM IPaBo- Mmenbl. KpeautHeiit poroop. JloroBop xpanenus. Jlorosop

oTHoleHusiIM OcHOBHBIC | mocTaBk#. JloroBop npokara. KoMmmepdeckuit 1oroBop.

pEKBU3UTHI U TpeboBanus |[lpakrudeckasi  pabora: «OgopmieHne  THHOBBIX
KO(OPMIICHHUIO IOTOBOPOB | IOTOBOPOB»

Opranu3zanusi paboTsic [Tonarue "MOKyMEHTOOGOPOT" W pa3BHTHE €r0 HOPMATHBHOR 1
JOKYMEHTaMH. METOAUHUECKOH perjiaMeHTanuH. XapakTepucTaka
Opranmn3zanus JOKyMeHT0000poTa. DTanbl IBHKEHAS W HNOPAIOK 00paboTKu

JIOKyMEHTO0000poTAa. JOKYMEHTOB. PafoTa ¢ BXOMAIMMMH JOKYMEHTaMH. OTallbl
Perucrpanus NOKyMEHTOB. |00paboTKH TOKYMEHTOB. KOHTpPOJIb HCIIOIHEHHS TOKYMEHTOB.
Peructpauus 70KyMeHTOB, BHJIbl PETUCTPALAH.
IIpakruueckass pabora: «Pabora ¢ HCXOAHIHMH M
BHYTPEHHHMH X0KYMEHTAMID)
Texymee xpanenue OneparuBHOE XpaHEHUE JeJT (IPOBEpKa HAIWYMS JIOKYMEHTOB, | 1

JIOKyMEHTOB.
HomMmenxnarypanen.

HOPANOK BBIIAYM [IeN). OJIEKTPOHHBIE JOKYMEHTBI H HX
XpaHeHue. DKCIepTr3a HEHHOCTH JOKYMEHTOB.

D




HpakTuyeckas pabGora: «OdopMileHHe HOMEHKJIATYPbI
Aes»

ApxuBHOE XpaHeHHE Omnpenenenne cpokoB xpaHeHws. Ilopsnok Belnaum Jel. 1
JIOKYMEHTOB HoaroroBka nen u mepenada B apxuB. Popma ONKMCH U aKTHL
Ilepenasa nen B apxuB. Pabota ¢ KOHOHMICHIHAILHBIMHE.
JOKYMEHTaMH.

IpakTu4eckas padora: «OdopmiieHne JOKyMEHTAIIMH /111
apxusa2

OpranusanuonHasTexHuka |Bumel ¥ ycrpoiicTBo opraHusaimoHHOM TexHMKH. Kcepokc. 1

®akc. [Ipunrep. Ckanep. IlepcoHaNbHBIA KOMIIBIOTED.
MynsTHMEAMITHOE 000PYIOBaHHE.
IlpaxkTayeckas padora: «Pabora ¢ oprrexHuKoi»

CnennanbsHblii MOTYIb

KaapoBoe obecnneuenne

Pazaes 1. OcHoBHDIE 321241 YIIPAaRJICHUSA KaApaMu 4

Tpynosoit konexc PO. 3HaueHue TPYAOBOTO JOTOBOpa. 3aKIIOUCHHE TPYIOBOIO 2
TpynoBoii norosop, ero | noroBopa Ha ONpEHEIECHHBIA W HEOIMpPEACNCHHBIN CPOK.
3aKJIIOYCHHE. OcHOBHBIE PEKBU3UTH TPYAOBOTO J0roBopa. TpynoBbie IpaBa

OdopmnernerpynoBoro | u 00s3aHHOCTH PaOOTHHKOB.
JOTOBOpA. Ilpakruueckan  pabGora:  «CocraBjeHHE  TpPYA0BOIO
JOTOBOPa»

Crpyxrypaeiinpuka3 no  {Ilopsnok mpuema Ha paGory. JIOKyMeHTsl [pH NpHEME Ha 2

HIPENPUATHIO. paboty. AsBrtoOuorpadus. XapakTepHCTHKA. 3asBICHHE.

Pesiome. Tlpukas o npueme na paboty. IIpocTOH M CIOXKHBIH
npuka3. TectupoBanme. IlepeBonx Ha Apyryio paborty.
IMpekparernue TpyaoBoro norosopa. [Ipukassl 0 MOOMIpPEeHHH K
HaJIOXKCHUH B3BICKAHUH.

IlpakTnyeckas padora: «CocTaB/ieHHE NPHKA30B)

KBanndpnkanuonHbIi Atrecranus  oOyuaromuxcs B COOTBETCTBUH c 4

IK3aMeH poeCCHOHANLHBIME TPeOOBaHUSAMH M KBATH GHKALMOHHOK
xapakTepucTHKoi «Cekperapb-aIMHUHHCTPATOPY.

I11. Oprann3anuoOHHLINA pa3jges
3.1. XapakTepHCTHKA YCIOBHH peaIn3auuy MporpaMmsl

3.1.1. TpeboBaHus K KaAPOBOMY 00€ecnedeHHIO

Peamuzanus TIPOrpaMMbl npodeccHoHaNbHOr0 o0y4eHus obecnieunBaercs
eIarornyeckuMu  paboTHHKaMH  00pa30BaTe/IbHOM  OpPraHM3allMHM, a TaKKe JIMIaMHy,
TPHUBIEKAEMBIME K peaJiM3allid OporpaMMbl NpodecCHOHATBHOTO OOyYeHHMs Ha YCJIOBHSIX
IPaKIAHCKO-IIPaBOBOIO HOrOBOpPa, B TOM YHCJIE W3 YKMCIAa DPYKOBOAMTENECH H paGOTHUKORB
OpraHuM3anuii,  HampaBjiCHWE  JEATENBHOCTH  KOTOPBIX  COOTBEICTBYET  00OJacTé
NpoheCCHOHANEHOM NesSTeIIHHOCTH.

3.1.2. TpeboBaHAs K MATEPHAJILHO-TEXHHYIECKOMY 00€ecnieICeHHIO

[Momemienust npeacTaBnsAOT cOO0H yueOHbIE ayIUTOPUH [JIsl NPOBEACHHA 3aHATHH BCEX
BHIOB, MPEAYCMOTPEHHBIX NpOrpaMMoi MNpoQecCHOHAIPHOTO OOydYeHHs, B TOM YHCIE
TPYNIOBBIX H WHIMBHAYAJIbHBIX KOHCYJbTALMH, TEKYyLIero KOHTPOIsS M HPOMEXKYTOYHOH
arTecTallH, a Takke [MOMEMICHHS Ml CaMOCTOATENIbHOW  paboThl, OCHAINEHHBIE




000py/I0BaHHEM, TEXHHYECKHMMH CPEACTBAMU 00YUYEHHS.

MAOY Jlune#t Nel28, peamusyromas nuporpaMmmy mno Hpo)ecCHH, pacHojiaraet
MaTepHANbHO-TEXHUYEeCKOH  6a3oi,  olecleuuBaolleli  NpPOBEJACHHE  BCeX  BHIOB
MEXUCIUIUTMHAPHON MTOArOTOBKH, NPaKTHUeCKOH paboThl 00yYaromuxcs, MpeayCMOTPEHHBIX
Y4eOHBIM IITAHOM H COOTBETCTBYIOINICH IEWCTBYIOIIUM CAHUTAPHBIM M IPOTHBOIIOKAPHBIM
npaBWiaM H HOpPMaM B pa3pe3e BbIOPAHHBIX TpaeKTOpuit MHUHMMaabHO HEOOXOMMMBIA I
peaym3anuy I1110 nepedeHp MaTepHaibHO- TEXHUUECKOTO 00ECTIEYEH S, BKIIOYAET B Ce0s:
Yuebnbiii kabuper: mkad s XpaHeHHs y4eOHBIX IOCOOMIf, IPOrpaMMHO-aNNapaTHBINA
KOMILIEKC B KOMILIEKTE, OCKA KIIACCHAs, CTONl YUHTEINS, KPEClO0 YUUTENs, CTON YYSHWUECKH,
CTYJ1 yYCHHYECKHH, CeTeBOH (QUIbTP, MHOTO()YHKIHOHAIBHOE YCTPOMCTBO, KOMITBIOTEP YUHTEIS
¢ nepudepHel (IHIEH3MOHHOE NporpamMMHOe obecnedeHue, OOpa3soBaTENbHBIA KOHTEHT H
CHCTEMa 3alThl OT BPEAOHOCHOM MHOpPMaNWK), CHCTEMA 3alllUTHl OT BPEIOHOCHOH
HHpOPMAITHH.

ObopynoBanue yue0HOro KaGHMHeTa: 10OCaJ0YHbIE MECTA 110 KOJHUYECTBY O0YYAIOIIUXCS;
pabodee MecTo npenoaasaress, 06opyaoBadHoe IBM.

Kanneaspckue npuHagnexnocTn: Oymara KCepokcHas A4, mnafika, MalKa-perucTparop, namka 2
KOJibLia, KypHall PpEruCTpaldd UCXOMALIHX JOKYMCHTOB HA CKPCIIKE, XKypHAJl PErucTpaiiud BXOAALIMX
JOKYMEHTOB Ha CKperke, (aiin Briaasiil, kieit [IBA, HOKHHULBI, CTETUIEp KaHLEIAPCKUH, IBIPOKOIL.

3.1.3. Tpe6oBanus k HHGPOPMATTMOHHO--METOTHIECKOMY 00€CIIEIEeHHIO

OcHoBHBbIE HCTOYHHKH:
1. Kysnenos, M. H. JlokymeHTaunoHHoe obecreyeHHe ympaBieHHs. J[OKyMeHTOOOOpOT H
J€JIONIPOM3BOACTBO: YUeOHUK U MPAaKTHKYM 1A IipukiagHorodakanaspuara / Y. H. Kysnenos.
— M.: M3patensctBo Opaiit, 2018. — 461 c..
2. Kysnenos, U. H. loxymeHTaimoHHoe obecmevenune ympapieHus. J[oKyMeHTOOOOpOT U
ACTONPOU3BOACTBO: yueOHuK u mpakrukyM st CI1O / U. H. Ky3uenoB. — M.: U3natensctBo
IOpaiit, 2018. — 462 c. '
3. Tomenxko, XK. T. Conuosorus ympaBieHHS: YUeOHUK M NMPAKTHKYM IJIsI aKaJeMHYECKOTO
baxanaspuara / XK. T. Tomenko. — M.: MspatenscTio HOpaiitT,2018. — 303 c.
4. Koucrurymus PO.
JonoHuTEILHbIE HCTOYHHKH:
5. Poroxun M. 10. Opranusanus yIpasieHHsS NEPCOHAIOM NpeAnpusaTusa): Yued. - IpaxT.
Ioco6ue / MLIO.Poroxun - M.: U3n-so PIIJI, 2015 - 224c.
6. Kpyrnsuckas JI. 1. HacronpHas kaura cekperaps: CrnpaBounuk - CI16, 2014.

Iepeuens pecypcos HH(POPMALIHOHHO-TEJIEKOMMY HHKAIIHOHHOMH ceTH
«IHTEepHET», HEOOXOAHUMBIX /Il OCBOCHHS JHCIMILIAHBI

[Topran «Apxussl Poccum» [DnexTpoHHBIH pecypce]. DnekTpoH. gaH. - M.: Pocapxus,
2001. - Pexxum pmoctyma:_http://www.rusarchives.ru. - 17.05.2018; Beepoccuiickuii Hay4HO-
HUCCIIEIOBATENBCKHI MHCTUTYT JOKYMEHTOBeIeHHs u apxusHoro pena (BHUMIA)
[OnexTponnsiii pecypc]. Onexrpon. aad. - M.:.BHUNJALL, 2010. - Pexum pocryna:
http://www.vniidad.ru. - 17.05.2018; Oduimanshbii caiit xomnanuu «Koncynbrant [lmocy
[OnexTponnsiii pecypc]: 3akoHomarenbcTBO P®: KOJEKCHI, 3aKOHBI, YKa3bl, MMOCTAHOBJICHHA
npaputenbcTsa PO, Dnextpon. man. - 1997. - Pexum noctyma: http://www.consultant.ru_-
18.05.2018.

HudpopMannoHHO-IPaBOBOI noprai «I"apanT» [DnexTpoHHbBIH pecypcl:
3akoHoAaTeasCTBO (KOAEKCHI, 3aKOHBI, YKa3 bl, HOCTaHOBIECHHU) PP, ananvTuKa, KOMMEHTapUH.
Onexrpon. aad - M.: HITIT «TAPAHT-CEPBUC- YHUBEPCUTET



3.2. KOHTPO/Ib H OLIEHKA OCBOEHHS MPOrPaMMbIl

3.2.1. KoHTpoJ1b Ka4yecTBAa OATOTOBKH

Texymmii KOHTpONb ycHeBaeMOCTH 00YYAIOIMXCS IMPEACTABIAET CHCTEMATHYECKYIO
TPOBEPKY Y4YEOHBIX MOCTIDKCHHH O0OYy4YalolMXCs, MPOBOAMMYIO IIPENOJaBaTeieM B XOJE
OCYIIECTBJICHHs 00pa30oBaTeNIbHOM NeATENbHOCTH B COOTBETCTBUH ¢ OCHOBHOM 00pa3oBaTe/IbHOM
nporpammoii. lIpoBeneHne Tekyiiero KOHTpOJSA YCIHEBAEMOCTH HaNpaBieHO Ha obecrmedyeHue
BBICTpauBaHUs 0Opa30OBaTENbHOTO IMpolecca MaKCHMalbHO 3(dexTuBHEIM 00pa3oM s
JOCTHXXEHUS PE3YJILTATOB OCBOCHHUS OCHOBHOM 00pa30BaTeIbHOM MPOrpaMMEI.

Texymmii KOHTPONH yCIIEBAEMOCTH OOYYAIOMIMXCS NMPOBOAMTCS B TEUYEHHE yd4eOHOTO
HEPUOJIAa B IEHSX:

1. KOHTpONISL ypOBHS HOCTHXKEHHS YYalIUMHCS Pe3yJIbTATOB, MPEAYCMOTPEHHBIX
00pa3oBaTesIbHOM MPOrpaMMoii;

2. oLleHKH COOTBETCTBUSA pe3yIbTaToB OCBOCHHS o0pazoBaTenbHON
IPOTPaMMBE];

3. npoBenieHuss OOy4arOMUMCS CaMOOLCHKH, OLIEHKH €ro pa0oThl MeIaroru4ecKiM
PabOTHHKOM € [ENBIO BO3MOXKHOTO COBEPIICHCTBOBAHHSI 00Pa30BATEIILHOTO Ipoliecca.

@opMBI TEKYIIEr0 KOHTPOJS ONpeleiseT NpenojaBarelib ¢ YYETOM KOHTHHICHTA
oOyJaromuxcs, colepXaHus Yy4eOHOrO Marepuaia W HCIOJb3yeMBIX 00pa3oBaTelbHBIX
TEXHOJIOTHIA.

Texynuii KOHTPOJB MO TEOPETHYECKOMY OOYUEHHIO OCYIIECTBIIACTCS B (POPME YCTHOTO
ompoca (GpOHTaIBHBIA, TIpPYNNOBON, MHAMBHAYAIbHbIM) ¥  MHCBMEHHOTO  OIpOCa
(camocTosiTenbHas paboTa, TECTOBBINA KOHTPOJIb,COCTABIICHHE TE3UCOB M OMIOPHBIX KOHCIIEKTOB U
JIOKJIAZOB).

IIpomexyTounas aTTecTanus

Iemssmu mpoBeneHusI IPOMEXYTOYHOM aTTECTALlMH SBIISIOTCS:

1. oO6pexTHBHOE ycTaHOBIEHHE (PAKTHYECKOrO YPOBHS OCBOCHHS 00pa3oBaTeIIHON IPOrPaMMBI
4 JIOCTHXKECHHUS pe3yJIbTaTOB OCBOSHHS 00pa30BaTeIbHON IPOrpaMMBbl;

2. COOTHECEHHE JTOr0 YpPOBHA ¢ KBUIHQHKAIHOHHBIMH TpeOOBaHUSMH, YKa3aHHBIMH B
KBAIHN(UKAIMOHHOM XapaKTepUCTHKE npodeccui;

3. olleHKa JOCTHXKCHHH KOHKPETHOTO O0Yy4YaloIlerocsi, MO3BOJISIONIAs BBISIBUTH HpPOOENBI B
OCBOGHMHM HM O00pa3oBaTeJbHOM NpOrpaMMbl H YYUTHIBATh HHAWBHAYaJbHBIE MOTPEOHOCTH
y4alerocsi B OCyIECTBICHAH 00pa30BaTeIbHOMN ICATENbHOCTH;

4. onleHKa JMHAMHKH WHAWBHUAYATHHBIX O0pa30BaTEIBHBIX JOCTH)KCHHMH, MPOJBIKCHHS B
JOCTHXXEHUH TUITaHUPYEMBIX Pe3yJIbTaTOB OCBOSHHS 00pa30BaTe/IbHON IPOrpaMMBIL.

5. mpoMexxyTouHas arTecTallds NPOBOJAUTCS B COOTBETCTBHH C KaJ€HIapHbIM IpadHKOM
y4eGHOro mpoiecca.

Hrorosas aTrecranus

[IpogeccronanbHass MOATOTOBKA 3aBepINaeTcss HTOTOBOW arrtecranuell B Qopme
KBaTH(PUKAIIMOHHOTO HK3aMEHa.

KBaMKaMOHHBIX JK3aMEH BKJIIOYAeT B ceOs MPaKTHYECKYIO KBATH(pUKALHOHHYIO
paboTy M IpPOBEPKY TEOPETHYECKHX 3HAHMHA B TIpejefiax KBaIM(UKAIMOHHBIX TpeOOBaHUIHA,
yKa3aHHBIX B KBATH(UKAIIHOHHOM XapaKTepHCTHKE podeccHy.

B mepHon mMOArOTOBKM K BBITYCKHOMY KBaTH(MKAallMOHHOMY 3K3aMEHY NPOBOTUTCS
KOHCYJbTAIHA 32 CYET CIIEIHAIBHO OTBEACHHOIO Ha HEE BPEMEHH.

K wuroropod arrectanuM JIOMYCKAIOTCS JIMNA, BBIIOJHUBHIME TpeOOBaHUS,
NpeIyCMOTPEHHBIE POrpaMMoi MpodeccCHoHATBHOTO 00y4YeHHs MO NPOQECCHH H YCHOEUIHO
IpOIIE/IINE BCE aTTECTALIHOHHBIC HCIBITAHAS, IPEyCMOTPEHHBIE IPOrpaMMOi.

Jlunam, mpolueAlIHM COOTBETCTBYIOIIEE OOY4YEHHE B MOJTHOM OOBEME H IOJyYHBIIUM
HOJNIOXKHUTENBHYIO OLICHKY Ha HWTOTOBOH AaTTeCTallMy, IPHCBAMBAECTCS KBaIM(UKaIEsA 110
npodeccun «CekpeTaph — aJMEHHCTPATOP» 3 pa3psaia U BHIAAETCA JOKYMEHT yCTAHOBIEHHOTO
oOpasma.



3.2.2. Onenounbie cpeaAcTBa
3aBepiaeTcsa 00ydeHHe N0 YUeOHOM MpaKTHKE IpoBeAeHHEM AU HepeHIIUPOBAHHOTO 3a4ETa.
AnpecoBaHW€E TOKYMEHTOB.
bnaHk u ero cocras.
Bunr! 671aHKOB.
Buner noxyMeHTOB.
Bup! npukasos 1no JIAYHOMY COCTaBY.
JlomxHOCTHAst HHCTPYKIMS U €€ OCHOBHBIE Pa3ieIbl
Kommepueckoe mucemo (Odepra).
KoHTpoJIb 32 UCTIOTHEHHEM JOKYMEHTOB.
Ob6s3aTenbHbIE PEKBH3UTHI IS TACEM.
Oprasu3anuoHHO - pacHOPSAUTENbHBIE JOKYMEHTHI.
OpraHu3anuoHHbIE JOKYMEHTBL
OpranuzanuoHHble (GOpMbl BEACHHUS ETOIPOU3BOICTBA.
Opranusanusg JoKyMeHTo000pOoTa Ha IPEANPHSITHH.
Opranuzanus pabovero Mecra AeI0npOU3BOIUTEIS.
OTTHCK nEeYaTH.
OdopMHUTh TapaHTHIHHOE MHCHEMO.
OdopMUTE ZOKIATHYIO 3aMUCKY.
OdopMuTh 3asBIeHHE 0 KOMAHMPOBAaHUH U U3JaTh IIPHUKa3 HA OCHOBAHUH 3asBIICHHS.
OdopMHuTh 3asBIcHNHE O HA3HAYCHHH HA JIOJDKHOCTD M U3/1aTh IIPUKA3 HA OCHOBAHUH 3as4BJICHUS.
OdopMHTD 3asBICHHE O IPEIOCTABICHHH OTIYCKA ¥ M3/aTh IPUKAa3 HA OCHOBAHHMHM 3asIBJICHHS.
OdopMuTh 3asBjI€HHE O NPEAOCTABIEHHH OTITycka 10 OEPEMEHHOCTH M poJaM ¥ H3JaTh
CJIOKHBIH IIPHKa3 Ha OCHOBAaHMH 3asBJICHUS.
OdopMHTH 3asiBjicHHE O MPEAOCTABICHHH Y4eOHOI0 OTIYCKa M W3aTh IIPHKa3 Ha OCHOBaHHHU
3asBJICHUSI.
Odopmurts 3asBIeHAE O MpUeMe Ha paboTy M U3JaTh IIPHKa3 Ha OCHOBAHUH 3asBJICHHS.
Odopmurts 3asBiacHue 00 H3MEHEHUH (aMIIMK M U31aTh IIPUKa3 HA OCHOBAHUH 3asBJICHUS.
OdopmMuTh 3asBieHre 00 YBOJIbHEHHH B U3/1aTh [IPHKA3 Ha OCHOBAHUM 3asBJICHHS.
OdopMUTh KpaTKHil TPOTOKOJL.
OdopMHUTH THCEMO — IIPUIJIAIICHUE.
O¢opMHUTH TUCEMO -TIPOCHOY.
OdopMHUTH THCEMO-OTBET \ € TEKCTOM\
O¢opMHTH TUCEMO-0TKA3.
OdopMuTh THCEMO-TPeOOBaHHE.
O¢opMUTH TUCEMO-IIUPKYILIP.
OdopMuTh IPETEH3HOHHOE NACHMO.
OdopMUTh ITPUKA3 IO OCHOBHOM JEATEIHHOCTH.
O opMHTH TPOTOKOJL.
OdopMHUTH CONTPOBOAMTENEHOE IUCHMO.
OdopmieHne akra.
OdopmieHue nuceMa Mo3ApaBIIcHH.
OdopmiieHre THCHMA-ITOATBEPHK ACHHU.
Odopmrnenne nprkasza 0 Ha3HAYEHUM HA JTOJDKHOCTD.
Odopmrenne npukasa o MpeaoCTaBIeHHH OTIIYCKOB.
Odopmienne npukasa 06 yBOJILHEHHH.
OdopmieHne npukasa nepeBoja Ha IPYryio paGoTy.
OdopmiieHne npHKa3a 0 OCHOBHOM JI€ATEIBHOCTH.
OdopMmIieHHE IPUKA30B MO THYHOMY COCTaBY.
Odopmrenne npoTokoa.
OdopmreHHe pacoOpsaUTENbHBIX JOKYMEHTOB.



OdopmiieHne peKBHU3UTOB

Odopmienne cripaBku.

Odopmienne cripaBouno-uHGOPMAIMOHHBIX JOKYMEHTOB.
OdopmireHne TenerpaMMel.
Odopmirerne TeneGoHOTpaMMEL.
Odopmitenne mITATHOTO pAaCIHCAHHAS.

OdopmiieHHs MHCEMa HaIOMUHAHWS M W3BELIECHHUA.
OdopmiieHns npukasa o MOOUIPECHUH U B3BICKAHHH.
OdopmiteHns CBOJHBIX MPHKA30B 110 JHYHOMY COCTABY.

[lonsiTie 0 TOKyMEHTaxX.

ITpaBuia moaroToBku 0 0GOPMIICHHUS JOKYMEHTOB.

[TpeTeH3MOHHOE THCHEMO.

PeI‘I/ICTpaIII/I}I JOKYMCHTOB.

PexBuzutst OP/1.
Pexnamubie nuceMa.
CyxeOHbIE THCHMA.

Cocrasnenue u opopMmiieHre 1€ (JIUCTa-3aBEPUTENS ACNa, IUCTA U KapThI-3aMECTHTENS JI€Na).
Cocrasnenue u opopmiieHue el (06JI0XKKH Jielia, BHYTPEHHEH OINCH Jiena)

Cocrasnenune u ohopMIIeHHE TOBEPEHHOCTH.

Cocrasnenue 1 odhopMIIeHHE TOKIIATHOHN 3aITHCKH.

CocraBnenue u opopMIIeHHE HHCTPYKIIUH 10 JENONPOU3BOACTBY

CocrapieHue # 0QopMIICHHE OOBACHUTEIBHOMH 3aTUCKH.

Cocrasnenue 1 0pOpMIIEHHE COTIacHA Ha 06paboTKy NEPCOHATBHBIX JaHHBIX PabOTHHKA.

3.2.3. [IporpaMma npakTH4eCKOro 00y4eHHs!

Tema 1.1. Conepxanue:
CosepiuencTBoBanne | TexHuka G€30MaCHOCTH M Ge30MACHOCTH TPyJAa B KOMIBLIOTEPHOM
TEXHUKH U CKOPOCTH | KJIacce.
nucsMa Opranu3anus padodero mecra
OtpaGoTKa TEXHWKHM OHCbMa: MHCBMO TEKCTOB  pa3idYHON
CIIOXKHOCTH; pelaKkTHpoBaHHe H (OpMaTHpPOBAHHE; BCTaBKa
00OBEKTOB.
Tema 1.2. CopepxaHHe:
OpraHu3anHOHHO- Odopmnenne o6pa3na AODKHOCTHON UHCTPYKITHH
IIPAaBOBhIE JOKYMEHTHI
Tema 1.3. Copepxanue:
Opranunsamuonno- | CocrapieHde H 0pOpMIICHHE IOCTAHOBJICHHS
pacnopsaMTeIbHbIC | CocrtapiieHHe H 0popMIICHHE IPHKa3a
AOKYMCHTBI Cocrapnienue 1 0QOpMIICHHE BBITUCKH M3 IPUKa3a
CocrasinieHue U oQopMICHUE PEIIEHHS
Tema 1.4. Copnepxanue:
Undopmanronno- Cocrasnenue U opopmireHue pakca, TeeGOHOrpaMMEI
ClIpaBOYHasdA CocrasreHne 1 ohopMIIEHUE aKTa
AOKyMEHTallUA Cocrasnenue U odhopmienne IIpoTokona i BHIITACKH

CocraBnenue u  odopMieHHe JOKIagHOH, ciayxebHOM W

OO0BSICHUTEIBLHON 3alUCOK

CoctaBieHne 1 ohopMIIEHHE Pa3HOBHAHOCTEH JETOBBIX ITHCEM

Tema 1.5. ITpukagasie
nporpammbl MS Office

Copepxanue:

Coznanne IIPpE3CHTAllHH C aHuManuci




Tema 1.6. KagpoBas | Conepxanue:

pabota OdopMIIeHHE pe3iOMe B COPOBOMTEILHOIO IUCHMA.
Odopmnenne JImgnoit KapTouku paborauka Odopmienue GpopMbl
BHYTPEHHEH OMMCHU TOKYMEHTOB.
OdopmiteHne TpyI0BOTro 10roBopa
Odopmnerne obpasnoB Ilpukaza o mnpueme Ha paboTy H
obs3aTenbeTBa
0 HEpa3IJIallEHUH CITYXeOHOH TaliHbI
Odopmierne THTYNBHOTO JHcTa TpyAOBOM KHHKKH H 3allOJHEHHE
ee paszgenoB. Oc¢opmieHne (OPMBI KypHAIa ydeTa OABHIKCHHS
TPYAOBBIX KHHXEK H AKTa criucaHus OJIaHKOB TPYAOBBIX KHHXKEK U
BKJaABIIEH K
HUM
Odopmnenune 3asBienus o mnpueMe Ha pabory OdopmieHue
JOKYMEHTOB O IIEPEBOJIE Ha IPYTYIO paboTy

3.2.4. MeToan1eckne MaTepHaib

Tema 1. Jlenosas urpa «Kaxposoiii Bompoc». AHkermposanue «lIpogeccruonanbHas
FOTOBHOCTBY. \

3amaya: 3HaKOMCTBO C HOBBIMH TpodecCHsSMH Ha phiHKe Tpyaa. IIpodeccun B chepe
YIpaBJeHUA: CeKpeTapb-pedepeHT, CEeKpeTapb-MalIMHUCTKA, aJIMHHHCTPATOP TOCTHHHIIBL,
JICTIONPOU3BOJMTENb,  JUCIETYEp, COTPYJHMK  copaBouHoid  ciayxObl.  CocraBieHHe
npodheCCHOHOTPaMMEL

Tema 2. 3HadeHHe NOKYMEHTalHOHHOTO OOGECIICYEHHS YNPaBICHHA B COBPEMEHHBIX
SKOHOMHYECKHX ycI0BHsAX. OCHOBHBIE MMOHATHUS U onpeneneHus. Kiaccupukanus T0KyMEHTOB.

3ajava: O3HakOMIIEHHE YydyalUXcsi € HEOOXOAUMOCTBIO  JIOKYMEHTHPOBAHHS
YIIpaBJICHYECKOH HHQOPMALHH, C BAXKHOCTHIO NMPABUJIbHONW OpraHM3alldd JOKYMEHTALHOHHOTO
obecrieueHUs B OpraHM3alliM, YYPSKACHHMH M Ha TPEANPHATHH HE3aBUCHMO OT (POpMBI
COOCTBEHHOCTH, C COOTHOIIECHWEM MOHATHH «HHpOpMALUI» U «JOKYMEHT», C MHOrooOpa3ueM
JOKYMEHTOB; H3yYHTh OCHOBHBIE TEPMHHBI H ONIPEICITICHHS.

Tema 3. DkcKypcHs B IPUEMHYIO PYKOBOAMTENS

3agada: 3HAKOMCTBO C MOPSIKOM JIOKYMEHTHOIO obecricueHusi U IpaBHUJIAMHU
obciyxuBanust pabOTEI pYKOBOXUTENS.

VYnpaxHeHus u 3aauns: «AHKeTay, « Bu3nTHas kapToukay

Tema 4. Odopmiienne pekBu3uTOB. CTUIMCTHKA AETOBOR JOKYMEHTaLHU. CI)opmaTLI
Oymaru u nosia 'OCT P. 6 30-2003.

ITpakTudeckas pabora: «Iloctpoerne popmynsapa — oOpasna ¢ yIJIOBBIM M IPOJOIBHEIM
pacIioyIOKEHHUEM PEKBU3UTOB).

3amaua: O3HAKOMHTH Yy4YaIMXCSd € OCHOBHBIM HOPMATHUBHBIM JOKYMEHTOM,
pErfIaMeHTHPYIOIMM IIpaBWiia O(OPMIICHHS YIPABICHYECKUX JOKYMEHTOB; (OpMHpOBATh
HaBBIKM OCTPOSHMSI IPOCTEUNINX JIENOBBIX OyMar 1 JI0KyMEHTOB.

Tema 5. PexkBu3uthl, mnpuparomue JIOKyMEHTaM Iopnnnqecxyio cuiny. bnanku
JIokyMeHTOB. [IpakTrueckas pabota: «AHaU3 GopMyIsipa JOKYMEHTAy.

3anaga: O3HAKOMHTHL C MOHATHEM «PEKBH3UT» W Buaamu GopMmynspa — obpasua, ¢
npaBWiIaMH OGOPMIICHHS PEKBH3HMTOB, pa3BHBaTh IPAKTUKO-OPUEHTHPOBAaHHBIE HABLIKH B
paboTe ¢ TOKyMeHTaMH.

Tema 6. TpeGoBanus K TeKCTY JoKyMeHTa. HopMBI 0pHIIHANIBHOTO CTHIIA.

3agava: O3HaKOMHTH YdYalHXCS C  BHAAMH OJaHKOB, CrocobaMH H3rOTOBJIECHHS
61aHKOB, ¢ TpeOOBAHKUAMU, IPEABABIIEMBIMU K TEKCTaM OQUIMATBEHBIX JOKYMEHTOB.

Tema 7. PestoMe, 3asBieHue, aproonorpadus, aHkeTa.



IpaxTyeckas pa6ora: «CocraBneHnne aproouorpaguuy.

3agaga: O3HAKOMHTH Y4YamUXCS ¢ BHIAMH JOKYMEHTALMM 10 JAYHOMY COCTaBY,
HAyYHUThb COCTABIIATL M OPOPMIIATH PE3IOME H Ap. JOKYMEHTHI, IPAKA3BI 110 THYHOMY COCTaBY.

Tema 8. JlenoBoe mucpMo. DTHKET JeaoBoii mepemucku. [IpakTuueckas pabora:

«Odopmitenne cimyxeGHOTo MHCHMay.

3agava: O3HAKOMHTH y4JalluXcs C BUAaMHU CITyXeOHbIX IMHCeM, TPeOOBAHUIMH K TEKCTY
CIIy)eOHBIX HCEM, HAYYHTH 0POPMILTE CAYKEOHBIC TUCHMA.

Tema 9. TTpuem noceruteneii, nenosas 6ecena. [IpoBeneHue TPUEMOB.

3agaua: O3HaKOMHTH ydaluxcs ¢ OCOOCHHOCTSIMH paboTBI CEKpeTaps B MPHUEMHOH,
chopMHpPOBaTh HABBIKH BEACHHS JIETIOBBIX Pa3sroBOPOB.

Tema 10. B3auMooTHOIIEHHS ¢ PYKOBOJMTEIEM M COCIYXXHBIAMH, C ITOCETHTEILAMH.
Otuka. PeueBoii sTuker. BusnutHas kaprouka. Ilogapku.

3amaya: CdopmupoBaTh TpeACTaBiIeHHEe O BHENIHEM BHAE CceKpeTaps, KyJIbType
pabodero MecTa, KynbType noBeeHus. [[poBecTH rpyNnoByo AUCKYCCHIO.

Tema 11. VYueOHble 3aBelCHHSAMH HAYaIPHOIO H CPEOHET0 INPOQECCHOHAILHOIO
06pa30BaHHUs, KOTOPHIE TOTOBAT BHITYCKHAKOB IIIKOJI IO CIIENHAIBHOCTH «CEKPETaphy.

3agaqa: [Iposectn anketupoBanue «IIpoeccHoHaIEHAS TOTOBHOCTEY.
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