[loKyMeHT noanucaH NpocToi 31eKTPOHHOM NOANUCHIO

NHdopmaumsa o Bnagenbue:

®WO: PromwumHa EneHa BnagnmmnposHa

[lomxHocTb: U.0. aekaHa MHHOPMaALMOHHO-OMBMOTEYHOTO (aKybTeTa
[ata nognucanus: 25.06.2021 10:39:19

YHUKANbHBIA NPOTrPAMMHbIA KITHOY: " =
e8126556189bc39d22777000995204s MIEHHCTEPCTBO Ky IbTypsi Poccuiickol Qeneparuy

OIDKETHOE 00Pa30BaTeNbHOE YUPEKACHNS

BBICIIIETO o0pa3oBaHus .
«KPACHOJAPCKHI TOCYJAPCTBEHHBIA MHCTUTYT
KYJIbTYPbID»

VH(bOpMAaIFOHHO-OHOMHOTeYHbIH GaKyIbTeT
Kadespa 10KyMEHTOBEIEH)s. U IIPOSKTHOH JEATENBHOCTHA

VTBEPXJIAIO
3aB. kadenpo
JIOKYMEHTOBE/ICHUS
U IPOEKTHOM
JeSTeNEHOCTH

E.B PrommmHa

25 asrycra 2020 T.

PABOYAS IIPOI'PAMMA
YUEBHON TACIUILIAHBI (MOAYJIS)

B1.B.JIB.03.02 Cexperapckoe 00CTy’>KHBaHHE

Hampasnenwe mnonrotosku 46.03.02 — JloxymeHTOBeAeHHE H
apXHBOBeJeHHE
[Tpoduns TIOATOTOBKH JIOKyMeHTHPOBaHHE KaJpoBOi

JesTeJIbHOCTH B OpraHu3aluu

Kpamuouxanys (CTeleHb) BEIYCKHUKA - DaKaJaBp
®opma 00ydeHHs - 3a09Has

Kpacuaonap 2020



PabGouass mporpamma y4eOHOW IUCHUILIMHBI pa3pabOoTaHa B  COOTBETCTBUU C
tpeboBanusiMmu ®I'OC BO mo HampapiieHuio moarotoBku (cneyuanvhocmu) 46.03.02 —
JIOKyMEHTOBE/ICHUE W AapXWBOBEJICHWE, YTBEPXKICHHBIM MpUKa3oM MHHHUCTEpCTBA
oOpazoBanus u Hayku Poccuiickoit @eaepanuu ot 06 mapra 2015 roxga, nmpukas Nel76 u
OCHOBHOI 00pa3oBaTeIbHON MTPOTPAMMOM.

PeneH3eHThI:
JIoKTOp TIejaroruaeckux Hayk, mpodeccop Kapeapbl H.JIL. TonyGeBa
O6u0IMOTeYHO-OUOIHOTrpadUIECKOM eI TENBHOCTH

I n.cnemanuct oTnaena MIPaBOBOM, T.A.Kynukona
OpTraHu3allMOHHON U KaJpOBOi1 paboThI
JlemapTamMeHTa 0Opa3oBaHUS AJIMUHUCTpaIuu
MYHUILIUTATBHOTO obOpazoBanus r.KpacHozaap,

KaH/.1e. HayK

CocTaBuTeIb.
MartpeeBa A.C., KaHJ. TIeJl. HAyK, JOIEHT Kad. JOKYMEHTOBEJICHHS W IPOCKTHOM
JEATEIILHOCTH.

Pabouass mporpamma ydeOHOM nucuuIiMHbl «CeKkperapckoe O00CITy)KMBaHUE»
0I00peHa W PEKOMEHJOBaHa K UCIOJIb30BaHUIO B Y4eOHOM Tmpoiecce YueOHo-
metonudeckum coBetoM OI'BOY BO «KI'MK» «26» aBrycra 2020 r., mpoTokon Ne 1.

© Martseesa A.C., 2020

© OI'bOY BO «KI'MK», 2020



Conepxkanue

1. Henu u 3a7a4vi OCBOCHUS JUCIUTUIMHBI
2. Mecto muciumumnel B cTpykrype OITOITI BO
3. TpeboBanus K pe3yJibTaTaM OCBOCHUS COJIEPKaHUS AUCITUTUTUHBI
4. CTpyKTypa U COJEpKaHUe U JUCIUTUTUHBI
4.1. CtpykTypa JUCUUILINHBI:

4.2. TemaTU4eCcKuil TIaH OCBOCHUS TUCITUTIIMHBI 110 BUAM y4eOHOM
JEeATENBbHOCTH U BUJIBI CAMOCTOSITEIBHON (BHEAYJUTOPHOI) pabOThI

5. O0pa3oBaTeabHbIE TEXHOJIOTUU

6. OueHouHble cpencTBa s TEKYIIETO KOHTPOJIA YCIIEBAEMOCTH U
MIPOMEKYTOUHOM aTTeCTaIUU:

6.1. KoHTpoJib OCBOCHMS JTUCITUIIIIMHBI
6.2. O1ieHOUYHBIE CpeCTBA

7. YuebHO-MeToau4YecKoe U WHOOPMAIMOHHO OO0ECredYeHHe AUCIUILIMHBI
(Mopty1is)

7.1. OcHOBHas IUTEpaTypa
7.2. JlonoJIHUTEIbHAS JTUTEPATypa
7.3. Ileppoandeckue u3aaHus
7.4. IHTEpHET-pECYPCHI
7.5. Metoguyeckue yka3aHusl 1 MaTepUalibl 0 BUJAM 3aHSATUI
7.6. IIporpamMmmHOE obOecrieueHne
8. MaTepuaibHO-TEXHUUECKOE 00eCTIeueHNEe TUCHUTIIMHBI (MOAYJIs)

9. lononHeHus: U U3BMEHEHUs K paboyeil mporpaMme yueOHON AUCLUIUIMHBI
(Momynis)



1. HEJIM 1 3AJAYN OCBOEHUSA JUCIHUIIJIMHBI

Hean ocBoeHUS NUCHUILIMHBI (MOAYJIS): O3HAKOMUTH CTYJIEHTOB C OpraHU3alfei
COBPEMEHHOTO CEKPETAPCKOro OOCTY>KUBAaHUS, PACKPBITh CYIIECTBO OCHOBHBIX MPOOIEM
JTaHHOU MpoeCcCHOHAIBHON e TEIHHOCTH.

3amaun:

— TPOCIEAWTH COAECpPKAaHUE COBPEMEHHBIX TpeOOBaHUUA K  CEKpEeTapCKon
NEATEIIbHOCTH;

-  PacCMOTPETh POJIb CEKPETAPEN pPa3IMYHBIX KATETOPUd B COBPEMEHHOM
YIPaBJICHYECKOM arapare;

- O3HAaKOMHTH CTYJCHTOB C JIOJDKHOCTHBIMH OOSI3aHHOCTSIMH  CEKpeTaps,
OpraHu3alie COBPEMEHHOTO CEKPETAPCKOT0 0OCITYKUBaHUS,

- PAacCKpBITh CYIIECTBO OCHOBHBIX IpoOJieM JaHHOW mpodeccuoHanbHOM
JesTeIbHOCTH CPOPMUPOBATH MPAKTHUECKUE MPOheCcCUOHATBHBIE HABBIKH.

2. MECTO JUCHMIIVIMHBI B CTPYKTYPE OIIOII BO
JlaHHasi JMCHMIUIMHA  OTHOCHUTCS K MPOQPECCHOHAIBHOMY LHKIY (BapuaTUBHas
4yacTh). M3ydeHuwe AMCHMIUIMHBI Oa3upyeTrcss Ha 3HAHUM CTYJEHTAMU CIIETYIOIINX
JTUCIUIUINH Y4eOHOTo iaHa: «PycCcKuil sS3bIK M KYJbTypa peumn», «JloKkyMeHTOBeIeHUE,
«JloxyMeHTHas TUHTBUCTUKA», «Opranuzanus u texHosaorus JOVY».
[Iporpamma ajganTupoBaHa JiS MHBAJIMIOB M JIMI] C OTPAaHUYCHHBIMHU
BO3MOKHOCTSIMU 37I0POBbSI.

3. TPEBOBAHMS K PE3VJLTATAM OCBOEHUSI COJEPKAHUS
T CTUTIIAHBI

[Tpouecc wu3ydeHHs] AMCUMIUIMHBI HampaBieH Ha (HOPMHUPOBAHHE HIIEMEHTOB
cneayromux koMnereHuud B cooTrBeTcTBHM ¢ PI'OC BO mo maHHOMY HampaBJIEHUIO
MOATOTOBKH (CIEUAIBHOCTH):

a) npogeccuonaabHbIx (ITK)

[IK-17 BnameHuem MeToAamu 3alllUThl HHPOPMaALIUU;

[1K-18 BnageHue COBpEMEHHBIMU CHCTEMaMH MH(OPMAIIMOHHOTO M TEXHUYECKOTO
oOecreueHus JOKyMEHTAIMOHHOTO 00EeCTIeUeHHsI YITPABJIEHUS U YIIPABIECHUS apXUBaMU;

[IK-19 cnocoOHOCTh HKCMONB30BaTh NPaBWJIA MOATOTOBKM  YIPAaBICHYECKUX
JOKYMEHTOB U BEJCHUS EJI0BON NEPENUCKH;

[1K-25 BiajieHrie HaBbIKAaMU MOATOTOBKU YHPABIECHYECKUX JIOKYMEHTOB U BEJICHHUS
JI€TIOBOU MEPETUCKHU.

[1K-35 3nanue TpeOGoBaHMIt K OPTaHU3AIUN CEKPETAPCKOTO 00CTYKUBAHMUSI.

B pe3ynbpTaTe 0OCBOSHHS IUCHUIUIMHBI 00YYarOUIecs! TOJKHBI:

3uamo:

- COBpPEMCHHBIC KBaJIM(PUKAIMOHHBIE TPEOOBAaHUSA K Pa3JIMYHBIM KaTEropHsM
CeKpeTapel, UX TOJDKHOCTHBIE 00S3aHHOCTH;

- HOPMaTUBHO-METOJIMYECKYIO 0a3y paOOThl CeKpeTapsi;

- OpraHu3aIuIo TPyAa CeKpeTaps;



- IEJIOBBIE U JIMYHBIE KaY€CTBA, HEOOXOIUMBIE CEKPETAPIO;

- METO/1bl OpPraHu3aluu paboyero AHs pyKOBOJUTENS;

- TpeOOBaHUS K BEJCHUIO U IOKYMEHTUPOBAHUIO TeJIe()OHHBIX IEPETOBOPOB;

- OCOOCHHOCTM TIOArOTOBKM M JIOKYMEHTHPOBAHHUS COOpaHM, COBELIaHMIH,
[IEPETOBOPOB;

- TIOpANOK TOAIOTOBKM JOKYMEHTOB K JIOKJIaay M HX PacCMOTPEHUs
PYKOBOJHTEIIEM;

- IpaBUJIa COCTABIICHUS M O(DOPMIICHUS YITPABICHYECKUX TOKYMEHTOB;

- CUCTEMaTH3aIUIO U KIacCU(PHUKAINIO JOKYMEHTOB B OpraHU3aIiy;

- IpaBUJIa IpUEMa ITOCETUTENIEH;

- ICUXOJIOTUYECKHE OCHOBBI OOIICHUS, TPO(HECCHOHATIBHYIO 3THKY.

Ymemos:

- HCIIOJIb30BATh HOPMATUBHO-METOIUYECKHUE TOKYMEHTHI B padoTe;

- IUIAHUPOBaTh CBOM padouuii J€Hb W pPALMOHAIBHO OpPraHU30BBIBaTH PadOTy
PYKOBOJIMTEIIS;

- palMOHAIBHO OpraHu30BaTh paboyee MeECTO cekpeTaps H pabodee MECTO
PYKOBOJIMUTEIIS;

- TOTOBUTH U JOKYMEHTUPOBATh COOpaHUsl, COBELIAHUSI, IEPETOBOPHL;

- COCTaBJIATH U OPOPMIIATH YIIPABICHUECKHUE JOKYMEHTHL;

- TOTOBUTH JIOKYMEHTHI JIJIs1 PACCMOTPEHUS PYKOBOJIUTEIIEM;

- CUCTEMATH3UPOBaTh U KIACCU(PUIUPOBATH IOKYMEHTHI B OpraHU3alllu;

- HUCKaTh, CHUCTEMAaTU3HpPOBaTh, XpaHUTh, 0O0pabaThiBaTh  HMHPOPMALIHIO,
HEO0OXOAMMYIO 1711 PYKOBOJIUTENSI OpraHU3alIlNH;

- BECTH JIeJIOBbIE OeceIbl U TeNe(POHHBIE IEPETOBOPHIL;

- OPraHU30BBIBATH JIEJIOBBIE MOE3/IKH, KOMAaHAUPOBKH PYKOBOJAMUTEIIS;

- pallMOHAIBHO OPTaHU30BBIBATH PUEM MTOCETUTEIIEH;

- yCTaHaBJIMBATh JCJIOBBIE B3aWUMOOTHOILIEHUS C Pa3JIMYHBIMU KaTEropUsMU
nepcoHaa.

Bnaoemos:

- HaBbIKaMU palbOThI C YIPABIEHYECKUMH IOKYMEHTAMU;

- HaBbIKaMU pabOTHI Ha MEPCOHAIBLHOM KOMITbIoTEpe U IHTEpHET;

- OCHOBaMHU JIEJIOBOM 3TUKHU U JEJIIOBOIO ITUKETA.

IIpuoGpecTn ONBIT AeATEILHOCTH:
- UH(OPMAIIMOHHO-AOKYMEHTAIIMOHHOTO O0ECIIEYeHUsI YIPaBICHUYECKON AesTENbHOCTU B
CTPYKTYpE OpraHu3alluu;
- HUCHOJb30BaHUS MHMOPMAIMOHHBIX TEXHOJOTMA U  CPEICTB OPITEXHUKH B
JOKYMEHTAIMOHHOM 00€CIIeUeHUN YIPABICHHUS.

4. CTPYKTYPA U COAEP KAHME JUCIHUITJIMHBI

4.1. CTpyKTypa IMCUMILINHBI

OO01mmas Tpy10€MKOCTh TUCIUIUIMHBI cOcTaBIseT 4 3aueTHbIX eauuull (144 daca).

Jia BAOYHOI'O OTAEJIEHUA:



OO6mr1ast Tpy10€MKOCTh TUCIIUTIIINHBI COCTaBisAeT 4

3aueTHBIX equHuIl (144 Jaca).

Bunpl yueGHO# DopMBbI TEKYIIETO
8 paboThI, BKITFOYAsI KOHTPOJIS
3 g Cal\éIOCTOﬂTeJ'IBHy}O ycneBagMocm (no
No Pasren 3 5 paboTy cTyieHTOB HeoenAM
= U TPYIOEMKOCTH (B cemecmpa)
/o IIUCIUAIUINHBL (5 =
o S yacax) ®opma
E J| I Cp IIPOMEKYTOUHON
3 aTTecTaluu (no
cemecmpam)
1 Ponb cekperaps B CTpyKType 2 20
yIpaBICHUS
2 Kareropum  cexperapeii  u 1 10
cucrema TpeOOBaHUI K HUM
3 HopmaTtuBHO-MeTO 1MUeCKas 1 10 CeMUHap
0a3a IesITeIbHOCTH CeKpeTapst
4 Opranuzanus W yCIOBHS 10 CeMUHap
paboThI cekpeTapsi
5 Jlenonpoun3BoICTBCHHBIS 2 10
(GyHKIMU cekpeTapsi
6 AMUHUCTpAaTUBHBIE (DYHKLIUU 2 10 TeCT
cekperaps
7 OpranuzaioHuble  (QYHKIUU 10 TPEHUHT
cekperaps
8 AHanuTnyeckue GyHKIUN 5)
CeKpeTaps
9 OTuKa cekperaps 5)
10 TpynoyctpoiicTBO cekperaps 1
W ajanTaius K paborte
HK3aMEH 30
Utoro: 6 91 144

4.2. TemaTuveckmii NJAH OCBOECHHMS JHCIHUILIHHBI
AESITeJIbHOCTH M BUABI CAMOCTOSATEILHOM (BHEAYAMTOPHOM) padoThI

N0 BHAAM Y4eOHOH

HaumenoBanue Copaepxxanue ydyeOHOTro MaTepuasa ®opmu-
pa3aesioB U TeM (TeMBI, NEpeYeHb PACKPBIBAEMbIX BOIIPOCOB): O0bem | pyemble
JIEKIIMHU, MPAKTHYECKHE 3aHATUSA (CEMUHAPDI), yacoB/ | Komie-

HHIMBHUAYAJbHbIC 3AHIATHS, CAMOCTOSITEIbHAS padoTa 3.e. TeHUHUH

o0yyaouuxcs, Kypcopasi padora (1o Teme)

1 2 3 4
3cemecTp
Pazpea 1. PoJib cexperaps B CTPYKTYpe YIIPaBJIeHHS.

Tema 1.1. Jlexuvu: Beenenue. Ilpenmer u 3amaum kypca. Llens u 1IK-17
Posib cekperapsi B | 3agaun yueOHOoro Kkypca. MecTto Kypca B cUCTEMe I1K-18
CTPYKTYype npogeccHOHaIBHOTO 00ydeHus cTy1eHTOB. Ponb cexperaps 1 11K-19
ylnpaBJieHHS. B COBPEMEHHOM YIIPABJIICHYECKOM amlmapare U B CTPYKType I1K-20
CIIy’)KObl JTOKYMEHTALIMOHHOTO O0OEeCIeYeHHs YIpPaBICHHUS. 1IK-25




Hcropust cexkpeTapckux CiIyx0 B JTOPEBOJIOIMOHHON
Poccun u B coBerckoe BpeMmsa. Bozpacranue 3HaueHus
cekperapckoro oocnyxuBanus B 1990-e roasl. [loaroroska
npodeccuoHaNbHBIX cekperapeid B Poccun u 3a pyOexoMm.
HearenbHocTh MeXIyHAPOAHOM acCCONMAILIMKM CEKPETAPEH.

IIpakTHueckue 3auaTsA (CEMUHAPLL):

CamocTosrenbHas pabora: M3ydyenue yueOHOro Marepuasia

10

1IK-35

Paznen 2.

Karteropuu cekperapeii u cucreMa Tpe0OBAHUH K HUM

Tema 2.1
Kareropuu
ceKkperapeii u
cucremMa
TpeOOBaAHUI K HUM

Jlekmmu: Karteropum cekperapeld (cekperapb Ha
TeneoHe, JUYHBIA CEKpeTapb, TEXHUYECKUH CEKpeTapsb,
CeKpeTapb CTPYKTYPHOTO MOAPA3ACICHUS, CEKpeTapb-
pedepeHT, cekpeTapb KOJJIETHH, YUYEHBIH CEKpeTaph).
[IpuHnMnUanbHBle OTIAMYUS OOS3aHHOCTEH CeKpeTaps u
cekperaps-pepepeHTa, cekperapss KOJUIETMHM, YYE€HOI'O
cekperapsi. NHULIMAaTUBHOCTS, OpPraHU30BAHHOCTb,
OTBETCTBEHHOCTD, MMyHKTYaJIbHOCTh, MHPOPMUPOBAHHOCTD —
OCHOBHBIE JIeJIOBbIE KauecTBa cekperaps. dopmupoBaHue
KOMIIETEHTHOCTH.  J0Opo’kenareabHOCTh,  CKPOMHOCTb,
AKKypaTHOCTb, TpyAoooue, SMOIMOHAJIbHAS
YPaBHOBEIIEHHOCTh — Ba)XKHEWUIIUE JIMYHOCTHBIE KadyecTBa,
HeoOxonuMmble B pabore cekperaps. basoBble 3HaHUA
cekperaps-pepepeHTa — KOMIIBIOTEp, JEIOINPOU3BOJCTBO,
MalIMHOMUCh, WHOCTPaHHBIA s3bIK. lIpodeccuonanbHbIe
3HaHUS W HaBBIKH. KBamudukanuoHHbIE TpeOOBaHHUS K
CEeKpeTapsM pa3INvHbIX KaTErOpUil.

[paktuyeckue 3ansaTust (cemuHapbl) KBanudukannoHHbBIC
TpeOOBaHUS K  CEKpeTapsM  paslUYHbIX  KaTeropui
(cexperapp Ha TenedoHE, TUYHBIN CEKpeTapb, TEXHUYECKUN
CeKpeTaph, CEKpeTapb CTPYKTYpPHOTO TMOJpa3elieHusl,
ceKpeTapb-peepeHT, CeKpeTapb  KOJUISTHH,  yYCHBIN
CeKpeTapr). MexayHapoaHble TpeOOBaHUS K JIOJDKHOCTU
cekperaps. OCHOBHBIE [IeNIOBBIE KadyecTBa CEKpeTaps.
JIM4HOCTHBIE KayecTBa, HEOOXOUMbIE B paboTe CeKpeTapsl.
ba3oBble 3HaHUs, yMEHUS CEKpeTapsl.

CamocrodrenbHas pabora M3ydyeHne yueOGHOro Marepuaia
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1IK-17
11K-18
11K-19
11K-20
1IK-25
1TK-35

Paznen3  HopmaTuBHO-MeToaMuecKasi 6a3a 1eATeILHOCTH CEKpPeTaps.

Tema 3.1

HopmatusHo-
MeToaMUYeckan 0aza
JeATEJIbHOCTH
cekperaps.

Jlekuuu: TpynoBoe npaBo Poccuiickoit ®@enepannu
o0 oxpaHe Tpyaa, NpUeMe U YBOJbHEHUW, 3allUTe
WHTEPECOB U TIPaB paOOTHHKA, MPEJOCTABICHUE OTITYCKOB U
aerot. Peannzanusi mpaB poOCCHUHCKHUX JKEHILMH HA TPy B
COBpeMEHHBIX ycioBusiXx. HopmaTuBHO-MeTonnueckas Oa3a
KBaJTU(UKAITTOHHBIX TpeGoBaHUI K npodeccuu.
BuyTtpuyupexneHueckass periiaMeHTaluus JIOJKHOCTHBIX
obs3anHOCTEH  cekperaps. [lopsgok u  ocoOeHHOCTH
pa3paboTKM  JTOJDKHOCTHBIX ~ WMHCTPYKUMH  cekpeTapei
Ppa3IMYHBIX KaTeropui. J0mKHOCTHON U YMCIEHHBINA COCTAaB
MIPUEMHON PYKOBOAMTEIISA, pacTpe/eieHue 00sS3aHHOCTEH B
cekperapuartax. JIOJDKHOCTHOM  CTaTyC  PYKOBOIMUTEIS

1IK-17
11K-18
I1K-19
11K-20
I1K-25
1TK-35




cexkperapuara,  OTHOLIEHUA  C  IOJYUHEHHBIMH U
HENOJYMHECHHBIMA  CTPYKTYPHBIMU IOAPA3ACICHUIMU U
JNOJDKHOCTHBIMU — jMuamu.  OOydvaromiass — MHCTPYKLHSA
CEKpeTapsi.

IIpakTuyeckue 3aHATus (cemuHapbl) JlospkKHOCTHas W
o0yyaromas HHCTPYKLIUHU CEKpeTapsi.

CamocTosrenbHas pabora M3ydenue yuebHoro matepuaia
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Paznen 4

Opranusanus u ycJjoBusi padoTbl ceKperaps.

Tema 4.1.
Opranu3anus

U YCJOBHS PadoOThI

cekperaps.

Jleknmu: Opranuzanms pabodero mecra cekperaps,
XapakTepucTHKa MeOenn U 000pyIOBaHUS, HEOOXOIMMBIX
TEXHHUYECKUX CPEACTB, KaHIEISPCKUX INPHHAIICKHOCTEH,
OPITEXHUKU. YCIOBUS TpPyAa — OCBEHICHHOCTh pabodero
MecTa, UIyM, TeMIlepaTypa Bo3ayxa. Pexum Tpyna u
orabixa. OCHOBHBIE TMpaBWJa TEXHUKH OE30MaCHOCTH.
HopmupoBanue Tpyna — HOPMBI BPEMEHH Ha BBIITOJHEHUE
MAaIIMHOMUCHBIX, CTEHOTpapHUUECKHX,
JeTONPOU3BOACTBEHHBIX padoT. Pexxum pabodero BpemMeHH.
CeepxypouHast pabora. OpraHu3aliOHHBIC PHHIUIIBI
pacniopsinka aHs cekperaps. [lpumepHblii miaH pabodero
nuast.  Mcmonp3oBaHWe KOMIbBIOTEpA Ui TUIAHHUPOBAHUS
pabouero JaHsl.

[Ipaktuueckue 3aHsaTus  (cemunHapsl) I[lmanupoBanue
pabouero JHs ceKpeTapsi.

CamocTosrenbHas pabora M3ydenne yaeOHOTO MaTepuaia
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1IK-17
11K-18
11K-19
11K-20
1IK-25
1TK-35

Pa3gen 5.

Jesonpon3BoacTBeHHbIe QYHKIIMH CEKpeTaps.

Tema 5.1.
Henonpoussoacree
HHbIE pynxuun
ceKkpertaps.

Jlexiuu:  cucreMaTtusalds MW TNepBUYHas  0OpaboTka
JTOKYMEHTOB. IIpenBaputenbHoe paccMOTpeHHe,
perucTpanysi U paclnpeneacHue NOCTYNUBIINX JOKYMEHTOB.
[lepenaua noxkymeHTOB Ha ucnoiHeHue. KoHTpoib
(Texyumwmii U mpeaynpeauTenbHbiil). CHITHE JOKYMEHTa C
koHTpois. Co3ganue ©0a3bl  JaHHBIX O JOKyMEHTax
yupexaeHuss W HMH(QOpMAIMOHHO-CIpaBOYHass paboTa.
O6paboTka W  OTHpaBKa HCXOMSIMIMX  JIOKYMEHTOB.
CucremaTuzanus 10KyMEHTOB M OpraHU3alus UX TEKYLIETO
XpaHEHUS. Howmenkiarypa JIEIL. TpebGoBanus K
dbopMHUpoBaHHIO €N, MX O(GOPMICHMIO U XPaHEHHMIO.
[ToaroroBka aen Kk apXMBHOMY XpaHeHHIO. CpOKH XpaHEHUs
nokyMeHToB. OcdopmieHue nen s apXUBHOTO XPaHEHUS.
CocraBnenue onuceid. Crmada pen B apXWB. 3alludTa
uHpopManuu B paboTe cekpeTaps ¢ KOH(UIEHIHATbHBIMU
nokymeHTamu. OrnpesesieHne cocTaBa KOH(UICHIINATBHBIX
JOKYMEHTOB, OpraHH3alusl pabOThl C HUMH, UX YUeT.

IIpakTuueckue 3aHATUSI (ceMuHapbl): Tlonsarue
JIOKYMEHT000O0pOTa 1 MPaBUIIa €T0 OPraHU3aIINU.

CamocrostensHas pabora M3yuenne yueOHOTO MaTepuaia
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1IK-17
1TK-18
11K-19
1TK-20
1TK-25
1TK-35

Pa3pea 6.

AIMUHUCTPATHBHBIE QYHKIMHU CEKpeTaps.




Tema 6.1.
AJIMUHHCTPATUBH
ble GyHkumMu
cekperaps.

Jlekumu: Opranuzanus padodero JHS PYKOBOIUTEIS,
rpaduK HeAEeTbHOM pabOThl, KOPPEKTUPOBKA IUIAHOB.
CootHomienue rpaduka  pabOTBl  PYKOBOJIUTENS U
cekperaps. AHanu3 WTOroB IulaHupoBaHMs. [IpuHIMIIBI
OpraHM3aly MpUeMa Pa3IuYHbIX KaTerophil MOCEeTUTENEH.
OcobeHHOCTH TpUeMa KOMAaHIMPOBAHHBIX M JEJETallHid.
[Ipuem rpaxkaaH 1mo JMYHBIM BOIIPOCaM Kak crienuuyueckuit
BUJl MpuemMa, 0COOEHHOCTH opraHu3anuu. KomibroTepHble
TEXHOJOTHMH B JEATENILHOCTH cekpeTapsa. MHTepHer —
s dexTruBHOE CPEICTBO COBPEMEHHOM JIEIIOBOM
koMMyHHKauu. [louck u pacnpoctpanenue HHGoOpMaI B
cetu MuTepner. Mcnonp30BaHue 3J€KTPOHHON IMOYTHI.

IIpakTHyecKHe 3aHITHS (CCMI/IHaDBI)I PCHICHUEC
CUTYAallMOHHBIX 3a/1a4

CamocrosrenbHas pabora: M3ydenue yuebHoro matepuana
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IIK-17
1TK-18
11K-19
11K-20
1IK-25
1TK-35

Pazgen 7.

OprannzannoHHble QYHKIUH CeKpeTaps.

Tema 7.1.
OpranusanuoHHbIe
byHkuun
ceKkpertaps.

Jlexiuu: OcoOGEeHHOCTH TOJATOTOBKU JETOBBIX BCTpEY U
eperoBopoB pykooautens. I[lpaBuna BeaeHus AENOBOM
Oecenpl. Tumbl coBelaHWW W MpaBUia MX MOATOTOBKU U
opranuzanuu. CocrtaBieHHEe U OQOPMIIEHHE MPOrpamM,
3asiBOK, TOBecTKH JHS. OcoOeHHOCTH OpraHu3aluu
3acejaHuil KOJUJIETHAlbHBIX OpraHoB. JlOKyMeHTHpOBaHHE
coBemannii U 3aceganuid. [lopsigok  cocraBieHus,
opopmileHUs W XpaHEHHS MPOTOKONOB. (OcobeHHOCTH
JOKYMEHTUPOBAHUS 3aceaHUil TOCTOSHHO JAEWCTBYIOIIMX
KOJUIeTHANIbHBIX OpraHoB. [IpaBuia odopmileHHs] BBITUCKU
u3 mnpoTokona. Ponp  cekperaps B opraHuzanuu
KOMaHJMpPOBOK  pykoBoautTens. [Iporpamma  genoBoit
MOE3/IKM PYKOBOAUTEIS, 3HAUEHHUE, CTPYKTYPa, COAECpKAHUE,
nopsiiok pa3padoTku. CepBUCHBIE GYHKIIUM — OPTaHU3AIUS
Kode-nays3sl, Qpypiiera, IpueMoB.

[pakTuyeckue 3aHsaTHs (cemMuHap): Opranuzanus u
00CITy’)KHUBaHHE COBELaHH, IEperoBOpoB, COOpaHUil.

CamocrosrenbHas pabora: M3ydyenne yuebHoro matepuana
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1IK-17
11K-18
11K-19
11K-20
1IK-25
1TK-35

Pazpea 8.

AHanuTHYecKue (PYHKIMHU ceKpeTapsi.

Tema 8.1.
AHaJIUTHYECKHE
byHkuun
cekperaps.

Jlexnuu: Pabota ¢ TekcTaMu ynpaBleHYECKUX JIOKYMEHTOB
IPU COCTaBJIEHUM OO30PHBIX JOKYMEHTOB (JIOKJIaJOB,
OTYETOB, BBICTYILJICHHI PYKOBOJIMTEIISA).
Kondpunennuansusle cBeneHus. IloaroroBka — TekcTa,
penaKkTupoBaHWe, coryiacoBanue. PabGora 1o  cOopy
uHbopMaMu — ee IleJieBoe Ha3HauyeHue, CIOoCOObI
noy4deHusi, 00paboTku u xpaHeHus. OcoOEHHOCTH pabOTHI
C BEJOMCTBEHHBIMH H3JIaHUSIMHU, IMyOJUKAIMSIMHU B Tpecce,
CIEIMAJIbHOM JINTEpaTypoi.

IIpakTuyeckne 3aHATUS  (ceMuHapbl):  PedepeHtckue
(YHKIIMU ceKpeTaps MOMOIIHUKA PYKOBOAMTETIS.

CamocrogrenbHas pabora: M3ydyeHue yueOGHOro Mmarepuasia
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1IK-17
11K-18
1TK-19
11K-20
I1K-25
1TK-35

Pa3zgen 9.

ITHKA ceKpeTapH.

Tema 9.1.
JTHKA ceKpeTaps.

Jleximu: [loHATHS <«OTHKET», «ITHUKA», «CIYKEOHBIN
ITUKET». OJTHUYECKHE OCHOBBI B3aUMOOTHOLIECHUH MEXAY

1IK-17
11K-18




pykoBoauTeneM u cekperapeM. CiyxkeOHasi CyOopIuHaIINS. 1IK-19

[IpaBuna BeneHus TeneOHHBIX IEPErOBOPOB. PeueBoit 11K-20
aTukeT. JlokyMeHTHpoBaHWE Tele(OHHBIX COOOIICHUH, 1IK-25
TeneoHOTpamMMa, TelleKe, TeaerpaMma. MUk cekperaps. 1TK-35

Bremnuii Bua cexkperapsi — ofekaa Ha Ciyk0e, J1eJI0BOM
CTUIb, MakuspK. [loAroroBka JOKYMEHTOB, BHU3UTHBIX
KapTouek, OM3HeC-CyBEHUPOB.

[pakrtuyeckne 3ansatus: [IpodeccuoHanpHas dSTHKA U
JICJIOBOM STUKET CEKpeTapsl.

CamocrosTenbHas padora: M3ydenue yueOHOro Matepuana | 9

Pazgea 10. TpyaoycTpoiicTBO cekpeTapsi M aganramus K padore.

Tema 10.1 Jlexkiuu:  CoBpeMeHHbIE  CHOCOOBI  TPYAOYCTPOWCTBA. TIK-17

TpynoycrpoiicrBo | HanpaBnenuss moucka paboTel. Pesiome — mopsmox 11K-18

ceKpeTaps u COCTaBJCHMS M  HCHOJb30BaHUS. PexkomeHnmarenbHbIC 1IK-19

ajanraums K nuceMa. CobeceroBaHNe U UHTEPBBIOUPOBAHUE NIPU IIPUEME 11K-20

pabore. Ha pabotry. TectupoBanue u cobeceloBaHUE Kak 1IK-25
COBpEMEHHBIE METOAbl Mojbopa nepcoHana. TpynoBoi 1TK-35

KOHTpakT. BBonHas Oecena B KagpoBoi ciayxkOe H Kpyr
JOJDKHOCTHBIX ~ 00si3aHHOCTEH.  McnbITaTeNbHBI  CPOK.
Ananranust k padore. Buapl agantanuu. O3HakomieHue ¢
pabounM  MecToM. 3HAKOMCTBO C  PYKOBOAMTEIEM,
KOJIJIeTaMH, TeXHUYecKuM mnepcoHasioM. IlepBas Gecena c
pykoBoauteneM. Pexum pabouero Bpemenu. CBepxypouHas
paGora.  KopnopartuBHas  KyiabTypa W TpPaJHULUH.
DUPMEHHBIN CTUJIb.

[IpakTuueckue 3aHsaTus (cemuHap): Pesrome cekperaps.

CamocrodrenbHas pabora: M3ydyeHne yueGHOro Marepuasia 6

[IpumepHas TemaTuka KypcoBoi pabOThI

CamocTosTenbHas paboTa 00yJarouuxcst HaJl KypcoBoil paboToil

Bua uTOroBoro KOHTpoJIs (3a4et, 3k3aMeH, AuddepeHnpoBaHHbIN 3a4eT) 30 9K3AMEH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MHN

B cootBerctBun ¢ tpeboBanmsimu DPI'OC BO mno HampaBlICHHIO TOATOTOBKH
«/lOKyMEHTOBEICHUE M apXUBOBEACHHUE» pean3alrs KOMIIETEHTHOCTHOIO IOAXO0Aa
OpeaycMaTpuBaeT IIMPOKOE HCIOJIb30BaHME B Yy4yeOHOM TMpoIlecce AaKTUBHBIX H
MHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHITHH.

CrpykTypa U coaep:KaHue Kypca MNpPEANnoJararoT aKTUBHYIO HWHTEIUICKTYAJBHYIO W
KOMMYHUKATHUBHYIO JE€ATEIbHOCTh CTYNEeHTOB. Kypc BBICTpOEH Takum 00pa3oM, 4TOObI
o0ecrneynTh pa3BUTHE COOTBETCTBYIOIIMX MPOPECCHOHAIBHBIX KayeCTB Y CTYJEHTOB.
Kypc nekuwmii, ceMHHAapCcKue W MPAKTUYECKHE 3aHATHA OTJIMYAKOTCS YCTAHOBKOM Ha
CO3J]aHUE MAPTHEPCKUX OTHOILICHHUW, YTO HAXOAMUT OTPAKEHHE B METOJaX OOy4YEeHUS.
[IpuopuTeTHEIMU MeTOJaMU OOYYEHHMsS SBISIIOTCS AKMUBHblIE MemoObl, TAE TJIaBHOE
BHUMAaHHE YACNSIETCS MPAKTUYECKON 0TpabOoTKe 3HAaHUM, YMEHHUI U HaBBIKOB.

Jlexyuonnvie 3anamus MPEANIONAraloT MPEABAPUTEIBHYIO ITOATOTOBKY, CBA3aHHYIO C
OCMBICJICHHEM 3asIBIEHHBIX Mpo0JieM, U HE MCKIIOYAIOT JUAJIOIMYECKOTO OOIICHHUS
CTYZEHTOB C IIPEIOJaBaTEIIEM.
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Ha cemurnapckux sanAamuiax HCIOJb3YIOTCSA COBPEMCHHBIC MCTO/bL 06yquH;1 -
ACJIOBBIC HIPBHI, MI/IHI/I-KOH(pCpeHHI/II/I, AUCKYCCHH, ITO3BOJIAIOIIUC 130eKaTh MaCCUBHOIO
BOCIIpUATHUA HH(i)OpMaHI/II/I N MaKCHMAJIbHO HCIIOJIB30BAaTh TBOp‘{CCKI/Iﬁ IIOTCHIO M AJI
CTYACHTOB.

6. OHOEHOYHBIE CPEACTBA JJIAA TEKYWEIO KOHTPOJIA
YCIEBAEMOCTHU U MIPOMEXYTOYHOM ATTECTALIUA

6.1. KoHTpoJIb 0OCBOEHMS IV CIUILJINHBI

KoHnTposnb 0CBOCHMSI QUCIMIUIMHBI IPOU3BOJUTCS B COOTBETCTBUHU C [lonoxkeHnuem o
MPOBEACHUHA TEKYIIErO0 KOHTPOJISI YCHEBAEMOCTH U MPOMEKYTOUYHOW AaTTECTAIUU
ctynentoB ®I'bBOY BO «KpacHomapckuil rocyaapCTBEHHbI HHCTUTYT KYJIbTYPBD».
[IporpaMmoil AUCHMIUIMHBI B LEIAX MPOBEPKU IIPOYHOCTH YCBOCHHS Marepuasa
IpeIyCcMaTpPUBACTCS MTPOBEACHHUE PA3IUYHBIX (HOPM KOHTPOJISL.

Texywuu Koumposb YCIEBAEMOCTH CTYAEHTOB MO JUCLUMIUIMHE MPOU3BOAUTCS B
cienyromux Ghopmax:

- OLICHKW, BBICTaBIIEMBbIC CTYJEHTaM Ha CEMHMHapax 3a OTBETbl Ha BOIPOCHI,
coZep Kallrecs B INIAHAX CEMUHAPCKUX U ITPAKTUYECKUX 3aHATHH.

Py6esicnviti  konmpons TipenycMaTpuBaeT OLIGHKY 3HAaHWM, yYMEHMA W HaBBIKOB
CTYJICHTOB TI0 MPONJACHHOMY MaTepuaay 1O JaHHOW NHUCIUILIMHE Ha OCHOBE TEKYIIHX
OIICHOK, TTOJIyY€HHBIX MU Ha 3aHIATHSAX 3a BCe BUABI paboT. B xome pyOeKHOTO KOHTPOIISA
UCIIOJIb3YIOTCS CJIETYIONTUE METO bl OIICHKU 3HAHUIA:

e YCTHBIC OTBET;

o TPAKTUYECKHE PAOOTHI;

IIpomesicymounwiti KoHmpois IO pe3yJabTaTaM ceMecTpa Mo NUCIUILIAHE TPOXOINT B
dopme 3auéra (FK3aMeHa).

6.2. OueHouyHbIe cpeacTBa

6.2.1. [Ipumepsbl TECTOBBIX 3aaHuil (CUTYyaIUIi)
Ipakrnyeckoe 3ansitue 1. JlosxkHOCTHAss W o0yyawIuasi HHCTPYKUUM
ceKkperaps-pedepeHra.

Llenv 3amamusa: W3y4eHUE METOJUKH COCTAaBJICHUS, TMOpsSAKa OQOopMIIEHUS,
COTJIACOBAHMUSI WU YTBEPKICHHS IOJDKHOCTHBIX WHCTPYKLIHMM CEKPETAPCKOTO IMEpPCOHAaa,
npUOOpETEeHNE HABBIKOB COCTABIICHUS JTOJPKHOCTHOM MHCTPYKLUU CEKpETapsl.

B pesynprare BBINOTHEHUS 3aJaHUS MPAKTUYECKOTO 3aHATHS CTYICHTBI JIOJKHBL:
3HaTh HA3HAUYCHHE, TOPSAIOK COCTaBIeHUS, OGOPMIICHHS, CTPYKTYpy M COCTaB
uH(pOpMAIMU JTOJDKHOCTHOM HMHCTPYKIIMK CEKpEeTaps; YMETh COCTaBUTH JOJDKHOCTHBIC
MHCTPYKLHH PA3JIMYHbIX KATETOPUN CEKPETAPCKOIO NEPCOHANA.

3aoanue:
1. CpaBHHTH KBaMH(UKAIIMOHHBIC TPEOOBAHUS PA3IMUHBIX KATETOPHI CEKpeTaper.
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2. Pazpabotath JOMKHOCTHYIO HMHCTPYKIMIO B 3aBUCUMOCTH OT KaTeropuu
cekperaps.

3. UByunTh 00y4arouryro HHCTPYKIIUIO JJIsl CEKpETaps.
IIpakTuyeckoe 3ansitue 2. [lnanupoBanne pado4ero JHs ceKpeTaps.

Llenv 3anamus: W3ydeHUE TPUHIMIIOB PAIMOHAIBLHOTO IUIAHUPOBAaHUS pabOyYero
BPEMEHU CEKpeTaps; 3aBUCUMOCTU paboyero JHsS CeKperaps OT IlaHa pabodero IHs
PYKOBOJUTEIIS; MPUOOPETEHNE HABBIKOB COCTaBJICHUS Tpaduka pabodero IHs CEKpeTaps.

B pe3ynbTaTe BRINOJHEHUS 3a/1aHUs MPAKTUYECKOTO 3aHATUS CTYIEHTHI J1OJKHBIL:

e 3HATh Ha3HAYCHHE, TOPSAIAOK pa3pabOTKH, COTJIACOBaHUS, YTBEPIKICHUS,
CTPYKTYpY U cocTaB HH(popmaruu rpaduka paboyero AHs CeKpeTaps;

® palMOHAJIFHO MJIAHUPOBATH pabOYMil IeHb CEKpETapS;

e 3Hatb HOT B pabote cekperapsi;

® yMETh COCTAaBUTH IUIaH pabOyYero JHS CEeKpeTapsl.

3aoanue: CoctaBuTh rpauk paboyero JHs ceKperapsi-pepepeHTa pyKOBOAUTEIIA.

IIpakTuueckoe 3ansitue 3. Pedepenrckue PyHKIUU cekperapsi pyKOBOAUTESI
OpPraHM3alMu.

Llenv 3anamus: W3y4eHUE METOAMKUA TIOMCKA, CHUCTEMaTh3aluh, OO0padOTKU
uHpopMany, HEOOXOJAMMOM PYKOBOJIUTEIIO OpraHU3aluy; IPHOOPETCHHE HABHIKOB
CHUCTEeMaTH3aluu U 00pabOTKU TOKYMEHTHON HH(GOPMAIIUH.

B PE3YJIbTATC BBIIIOJHCHUSA 3aldHUA IIPAKTHYCCKOTI'O 3aHATHA CTYACHTBI JOJIZKHBI:

e 3HATh Ha3HAUYECHHE, METOJIUKY BEACHMSI M HCIIOJIb30BAHUS CPEACTB XPAHEHUS U
noricka WHGOpPMAIMU: TUIOCKUX O0O3pUMBIX  KapTOTEK, CPEICTB  BHU3yalbHOTO
OTOOpaKEHUS CTPOUHON MH(POpPMALINH;

® 3HAaTh METOAMKY U YMETh BECTH «IEPCOHAIWU» JCIIOBBIX TMAapTHEPOB
OpraHM3alliy;

® yMETh PEJaKTUPOBAThH yNPABICHUYECKUE TOKYMEHTHI;

® 3HATh IPUEMBI U YMETh aHHOTUPOBATh U PePeprUpOBaTh HCTOUYHUKH.

3aoanue:

1. CdopmupoBats MHOOPMALIMOHHYIO TMOJ0OPKY O JEJI0BOM MapTHEpPE
OpraHHU3aLHH.

2. CrnpoekTupoBaTh CHCTEMY BHU3YaJbHOTO OTOOpPa)KE€HUS CTPOYHOM
uH(popmanuu.

3. CocTaBuTh aHHOTALIMK0 HOPMATUBHO-METOIUYECKOTO JOKYMEHTA.

4, Ha ocHoBe npeyioKeHHBIX aIrOpUTMOB COCTaBUTH pedepaT cTaThu.

S. CocTaBUTh CHHMCOK CIPAaBOYHBIX H3JaHUM, HEOOXOAUMBIX IJIs1 pabOThI
cekperaps.

IIpakTnueckoe 3ansatue 4. Pe3rome cexperaps.

Llenv 3ansamus: N3yuyeHne METOJUKU U MPUOOPETEHUE HABBIKOB COCTABJICHHS PE3IOME
CEKpPETApCKOro IepcoHaia.

IIpu coctaBiaeHun pe3roMe O0OpaTUTh 0COOO€ BHMMAaHWE Ha JIMYHBIE KadyecTBa U
HenocTaTku. [IpaBUNIbHO omucaTh MpEkKHUE MecTa pabdoThl U MPUYMHBI YBOJbHEHUS. B
pEe3I0Me ClIeNIaTh AKLIEHT Ha Bally JIyYlIME Ka4eCTBa.
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B pe3ynbraTe BBIONIHEHUS 3a1aHUS TPAKTUYECKOTO 3aHATUS CTY/ICHTbI JJOJKHBI:
® 3HAaThb HAa3HAYEHHUE, MOPSIAOK COCTaBIICHUS, CTPYKTYpPYy M COCTaB HH(OpMaLUU

PE3OMC;

® yMETb COCTAaBUTh PE3IOME.
3adanue: CoCTaBUTHh pE3IOME COMCKATENs JOJDKHOCTH CeKpeTaps-pedepeHTa WiH

CEKPETaps-IIOMOIIHUKA PYKOBOJIUTENSI OPTaHU3ALIAH.

ROOo~NoGO~LNE

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.

29.
30.
31.
32.

33.
34.
35.

36.
37.

38.

0.
11.
12.
13.

6.2.2. KoHTpO/IbHBIE BONIPOCHI /15 POBeIeHUsI TEKYIIEro KOHTPOJIsI
Kakue pa3zenbl conepKuT J0DKHOCTHAS MHCTPYKLUS?
Kakne 10KyMeHTBI OTHOCATCS K MH(POPMALMOHHO-CIIPABOYHBIM?
KakoBbl 0COOEHHOCTH HAITMCaHUS TEKCTA TeJIerpaMMBbl?
Yro takoe pakcorpamma?
KakoBbI peKBU3UTHI TETIETPAMMBbI?
Haiite onpeseneHne NOHATUS «TOKYyMEHTOO00pOTY.
Ha3zoBute ocHOBHBIE onepaluy nporecca 00paboTKH BXOAALINX TOKYMEHTOB.
Ha3zoBute ocHOBHBIE omnepaiy mporecca 00paboTKN HCXOIAIINX JOKYMEHTOB.
Kakum o0pa3oM ocymiecTBiIseTcs perucTpanus BXOASAMUX JOKYMEHTOB?
JlaiiTe onpeneneHue NOHATHS «UCXOISAIINAN TOKYMEHT»
Ha3zoBuTe 0OCHOBHBIE 3Talbl IOATOTOBKU UCXOISIINX JOKYMEHTOB.
Kakue ucxonsmme J0KyMEeHThI 0pOPMIISIOTCS B OJTHOM dK3eMILTIpe?
Kakue nanHble 00 HMCXOZSIIEM JOKYMEHTE 3alMChIBAIOTCA B KYpPHaJl PETUCTPAllUU HMCXOISIIUX
JIOKYMEHTOB?
KeM noanuceiBaroTcs HCXOAAIME JOKYMEHThI?
Ha3zoBuTe 0OCHOBHBIE ATAIBI MPOLIECCa MOATOTOBKH U 0()OPMIICHHUS! BHYTPEHHHUX JTOKYMEHTOB.
Kak opranusyercs pabora ¢ BHyTpEHHUMH JIOKyMEHTaMU Ha 3Tare uX UCIOIHEHUs?
Kakwue onepannu BKIFOUAET MpOIece KOHTPOIIS HCIIOTHEHHS JJOKYMEHTa?
Kak ycraHaBiMBarOTCS TUIIOBBIE CPOKH HCIOJIHEHUS TOKYMEHTOB?
Kak ycraHaBIMBaroTCS HHIUBUAYaJTIbHBIE CPOKH UCTIOTHEHUS JOKYMEHTOB?
JlaiiTe onpesieneHre NOHATUS «HOMEHKIaTypa Jien». Ha3oBuTe Bubl HOMEHKIIATYp JIEll.
Kto pa3pabarbiBaeT THIIOBBIC M IPUMEPHBIE HOMEHKIIATYpHI 1en? Kem oHn yTBepkaaroTcs?
B Teuenme kakoro cpoka JIeHCTByeT yTBEep)KICHHAss HOMEHKJIATypa J1eJl OpraHu3aluu?
B uem cyTh niponiecca popmupoBanus aen?
ITo kakuM MpU3HAKAM MOTYT TPYHNIIMPOBATHCS JOKYMEHTHI B 1ena?
B kakoii mociie10BaTeTbHOCTH TOJKHBI PACIIONIaraThCsi TOKyMEHTHI B Jiene?
Jist KakuX JIes1 COCTaBIIsACTCS] BHYTPEHHSISL OUChH?
Ha3zoBute ocHOBHBIE ATaIbl pabOTHI IO TOATOTOBKE JIOKYMEHTOB K apXUBHOMY XpaHEHHIO?
Kakue 30HBI BKIIIOYaeT OTJENIbHOE MOMelleHHe pabodero Mecta pykoBoautens? KakoBo Ha3HaueHue
Ka)KJ0W U3 HUX?
Ilepeuncnure cpeacTBa OCHaIEHUs pabovero Mecta pyKOBOAUTEIIS.
Ha3zoBuTe 0OCHOBHBIE ITPaBHJIa COCTABICHUS JACITOBOTO IMHCHMA.
[lepeuncnure TpeboBaHMs, IPEIBABISEMBIE K COCTABICHHUIO TEKCTA Tele()aKCHBIX COOOIIEHU.
HazoBure mnpenmymniectBa TeneOHHOW CBS3M 10 CPAaBHEHHIO C MHUCHBMEHHBIMH CPEICTBAMU
KOMMYHUKAIUH.
[lepeuncnure dakTopsl, 0OECIEUNBAIOIINE PAIMOHATIEHOE TeIePOHHOE 0OIIEHUE.
[lepeuncnure 0053aHHOCTH CEKpeTapst B IIpoIiecce MpruemMa MmoceTUTeNe.
Ha3zoBurte mpaBmiia BeIeHHs CITy>)KEOHOTO Tele()OHHOTO pa3roBOpa B TEX CIIydasiX, KOT/Ia 3BOHST
PYKOBOJIUTEIIO; KOTJ]a 3BOHUT CEKPETAPb.
Kakux mpaBuit ciiegyeT nmpuaepKUBaThCsl CEKpeTapro MpH nepeaade TenedoHorpaMmbl?
KakoBa poib cexperaps B mpoliecce MOArOTOBKU M MPOBEJCHUS TUIAHOBBIX COBELIAHUMN, ONIEPaTUBHBIX
COBEIIaHNI?
Kak ocymecTBisercst MOAroTOBKA M OpraHU3aLUs I€TOBBIX MOE3/J0K PYKOBOIUTENS?
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1.
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KakoBbI 00513aHHOCTH CEKpeTapsi BO BPeMsi OTCYTCTBUS PyKOBOAUTEISA?
HazoBute TpeGoBanus, MpeabsIBIsIEMbIC K ISTTOBOM peUH.

6.2.3. TemaTuka 3cce, pedpepaToB, npe3eHTANNM
Poib 1 MecTO cekpeTapsi B yIPaBIS€HUECKOW CTPYKTYpE OpraHu3aluy.
HcTopus cexperapckoit cimyx0bl B Poccun.
IIpodeccus cexperaps Ha COBPEMEHHOM PhIHKE TPYyAa.
CoBpeMeHHass HOPMATHBHO-METOMUEcKas 0a3a, peraaMeHTUPYIOIas AeATeIbHOCTb CEKpeTaps.
IIpodeccronanbHble HABBIKU, 00S3aHHOCTU M (DYHKIIUM CEKpeTapsl.
JloJKHOCTHBIE 00513aHHOCTH CeKpeTaps-pedepeHTa (Ha npuMepe Kakoi-11u00 opraHu3anum).
KoMMyHUKaIIMOHHBIE ACTIEKThI JESITEIbHOCTH CEKpeTaps.
Buael nprema nocerureneil, NpoOBOIUMBIX PYKOBOJUTEIIEM U CEKPETAPEM.
be3znokymeHTHOE 00CIyKMBaHHE B pabOTe CeKpeTapsl.
KynbTypa nemnoBoro o0meHus B npoQecCHOHaIbHOMN IeATEIbHOCTH CEKpETaps.
[Tpo6nembl mIIaHUPOBAHUS M OPraHU3aLUU paboYero JAHs CeKpeTaps.
[Ipodeccus cexperaps — reHIEPHBIA aCIEKT.
XapakTepuCTUKAa COBPEMEHHBIX TEXHUYECKUX CPEJICTB U MPOrPaMMHBIX IPOJIYKTOB, MCIIOJIb3YEMbIX
B JICATEIBHOCTH CEKpeTaps.
WuTepHer B pabote cekpeTapsi.
Ponb cexkperaps B opraHuzanuu JOKYMEHTO000pOTa NPEAIPUITHUS.
Vcnonb30BaHue CripaBOYHO-IIOMCKOBBIX CUCTEM B paboTe CeKpeTaps.
Oprann3annoHHO-UH(OPMAIIMOHHOE O0eCreueHne JesATeNbHOCTH PYKOBOJUTENIS KakK OCHOBA
CeKpeTapcKoil paboThI.
OpFaHI/I3aIlI/IOHHI)IC U TEXHHUYCCKHUEC HpO6JIeMBI MMOATOTOBKH KPYIITHBIX COBCIIIaHI/If/'I.
IToBenenue cexperaps B KOHQIMKTHONW CUTYalUH.
OcobeHHOCTH IeTOBBIX KYJIbTYp 3amana u Bocroka.

6.2.4. Bonpochl Kk 3a4eTy MO JUCIUIIHHE
1. Pomp um 3HaueHHWe cekperaps-pedepeHTa B CTPYKTYype ITOKYMEHTAIMOHHOTO OOeCIeueHust
yIIpaBlICHHS.
[TpodeccuonanbpHas MOATOTOBKA CEKPETAPEl: OTE€UECTBEHHBIN U 3apyOEKHBIHN OIIBIT.
Kareropuu cexperapeil (cekperapp Ha Tene(oHe, JMYHBIA CEeKpeTapb, TEXHUYECKHH CeKpeTapb,
CeKpeTapb CTPYKTYpHOTO TIOZpa3JesieHus, CeKpeTapb-pedepeHT, CeKpeTrapb KOJUIETHH, YYCHBIH
CeKpeTaphb): 0011asi XapaKTepHCTHKA.
[Ipodeccronanbuble TPEOOBaHUS, PEABSIBISEMbIE K KATETOPHIM CEKpeTapei.
JINYHOCTHBIE KauecTBa ceKpeTapsi-pedepeHTa.
HopmaTtuBHo-meToinueckas 6a3a paboThl cekpeTapsi.
JIOJKHOCTHAsI UHCTPYKIIMSI CeKpeTaps..
TexHonorus opranuzanuu opuca: o00pyn0BaHus, 1U3aiH, TEXHUUYECKUE CPEICTBA.
Opranuzanus 1 060py1oBaHHE pabOYero MecTa CeKpeTaps.
[InanupoBanue, pacrpeaeneHue U UCI0JIb30BaHUE PA00UEro BpEMEHH CEKpeTapsl.
Apnantanus cekperaps K padore.
KommnbroTepHbie TeXHOIOTHY ¥ IHTEpHET B AESATEINBHOCTH CEKpeTapsi.
[Tonatue 1oKyMeHTO00OpOTA, MPaBMUIIa €T0 OPraHU3aALINH.
[Tpuem 1 06paboTKa BXOIAIINX JOKYMEHTOB.
Pacnpenenenue u peructparysi, KOHTPOJIb 3a UCIIOJHEHUEM JIOKYMEHTOB.
O6paboTka Jien 7151 TOCJIeTIYIOIETO XPAaHECHHS.
dopMHUpOBaHUE JEII.
Howmenknarypa nen.
Opranuzanus cekperapeM npruemMa noceTuTesel, NpoBeIeHHe Ie0BbIX Oece/.
Kynbrypa ciayxedHoro TenedoHHOro pa3roBopa.
Tenedonorpamma, Tenerpamma, renedakc.
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22. Bujpl IpOU3BOJCTBEHHBIX COBEIIAHUIA.

23. Opraau3zanus 1 00CITy>KHBaHUE TTEPETOBOPOB, COBEIIAHUN U MTPE3CHTAIIHA.

24. TloaroToBka CeKpeTapeM KOMaHIMPOBOK PYKOBOIHUTEIIS.

25. Pabota c nenoBoit nHpopManueit. MeToauka u aropuTMbl pedeprupoBaHus.

26. OcHOBBI MPOQECCHOHATBHON ITHKH H JISTIOBOTO 3TUKETA B pabOTe ceKpeTaps.

27. mumk cekperapsi: TpeOOBaHUS K BHEITHEMY BHLY, KYJIbTYpa MOBEICHHS U OOIICHUSI.
28. BusuTHBIC KAPTOUKH U MPABUJIA UX BEICHUSI.

29. TpymoycTpoicTBO ceKpeTapsi, COCTaBICHUE JINYHOTO PE3IOME.

6.2.5. Bonmpochl K dK3aMeHy N0 JUCHUILINHE (He npedcmompero)

6.2.6. IlpuMepHasi TeMaTHKA KYPCOBBIX PadOT ( e npedycmompeno).

7. YYEBHO-METOJINYECKOE u UH®OPMALIMOHHOE
OBECMEYEHUE JUCHUTIIAHBI (MOIYJIST)

7.1. OcHoBHas TUTEpPaTYypa
IlerpoBa, FO.A. [Ipodeccus - cexperaps [Dnextponnsiii pecypc] / F0. A. Ilerposa ; FO.A. Ilerpoga. -
M. : U3n. nom "PaBroBecue", 2010. - 1 37€KTPOH. ONT. AUCK.

BbacakoB, M.U. J[lenmonpousBoacTBo. [[loxkymenTanmonHoe obOecrieueHue ymnpasienus| [Tekcr]
yueb.: [CIIO]: [rpud MO] / M. U. bacakos, O.U. 3ambiukoBa. - 14-e uzn, nepepad. - PoctoB w//l :
®dennkc, 2014. - 375 c. - (Cpennee npodeccuonansHoe odbpaszoBanue). - ISBN 978-5-222-23063-3

MaxkapbiueB, M. I'. Opranuzanuonsast nesarenbHocTh [Tekct] : yue6. / M. I'. Makaperues, E. B. 3yes.
- M. : Axagemus, 2016. - 189 c. - ISBN 978-5-4468-0986-8

7.2. JlonoJiHUTEJILHAS JIUTEpPATypa
1. BeikoBa T.A. IloAroToBKa JOKYMEHTOB K IOCIEAYIOIIEMY XPAaHEHUIO U HCIIOJIb30BAaHUIO: YUueOHO-
Mmetoanyeckoe nmocodue/ T.A. brikoBa, O.B.Mocsaruna. — M.: MU®U, 1996. — 68c.
2. brikoBa T.A. [ToaroroBka coBelianuii U 3aceqanuii: mpakt. mocooue /T.A. brikoa, T.B. Ky3nernosna. -
M.,2000. — 60c.
3. Becenos I1.B. ITpodeccus — cekperaps/ I1.B. Becenor. — M., 1994,
4. TI'anumoBa E.SI.CnpaBounslii anmapatr pedepenra: YuebHoe nocodue. - M3n.2-e, nepepad. u jom. /
E.A. l'anmumosa, H.I'. Illep6a.- Kpacunomap, 2001.-144c.
5. 'OCT 6.30-2003: VYCJI. VYHuduxanuoHHas cHCTEMa OPraHU3aLUOHHO-PACIIOPSIUTEILHON
JnoKyMeHTanuu. TpeboBaHus K 0popMIIEHHIO TOKyMeHTOB. — M.: M31-Bo cTannaptos, 2004.
6. TOCT P 51141-98: Jlenonpou3BoACTBO U apXUBHOE Jieso: TepMuHsbl U onpeaeneHus. - M.,1998.
7. Jlenompou3BOACTBO: 00paslibl, JOKYMEHTBI, OpraHU3alus U TEXHOJOrus paboThl C y4ETOM HOBOTO
I'OCT P 6.30-2003 «YHUPUITPOBAHHBIE CUCTEMBI JOKYMEHTAIHH. ...». — 2-€ U3]., epepad. u oM. —
M.: IIpocnekt, 2004. — 456¢.
8. KBanudukannoHHbIi CpaBOUYHUK JOJKHOCTEH pPYKOBOIMTENEH, CHEHATIMCTOB M MHBIX CIyXalluX
/UBHT Muntpyna Poccutickoit deneparuu. — M., 2004. — 348c.
9. KonrynoBa M.B. SI3bik u aenoBoe obuienue: Hopmbl, puropuka, STHKET: yuel. mocodue /yis By30B/
M.B. KontynoBa. — M.: DxoHoMuueckas nureparypa, 2002. — 288c.

10. Ky3un ®@.A. Kynberypa nenosoro odmenus/ @.A. Kyzun. — M., 1997.

11. Kyszuenos C.JI. Jlemonpon3BoACTBO Ha KomImbloTepe. 3-e¢ u3m., ucn. u gon/ C.JI. Ky3nernos. - M.:
3A0 «bu3aec-mkona "Muaten-Cunres"», 2000.

12. Ky3nenoBa T.B. J[lemompousBoactBo (JlokymeHTanmonHoe oOecriedenne ympasieHus)/ T.B.
Kyznenosa.- M.: 3A0 «busnec-mkona MaTen-Cunres», 2002. — 256¢.
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13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

23.

24,

25.

Onkok /1. Yuurecs pabortath cekperapem: PykoBoacTso s meHemxepa /1. Onkok— M.: @unnpecc,
1998. — 96¢.

Opranuzanusi CeKpeTapckoro oocimyxuBanus: yued. mocobue mist crynentos / CI'CIY. - Caparos,
2006. - 80 c.

CankoB B.B. HHbopManmoHHBIE TEXHOJIOTUHM ¥ KOMITBIOTEpPHU3AIUS JICJIOMPOU3BOJICTBA: yueo.
nocobue 11 Hay. mpod. oOpazoBanus. - 4-¢ u3., crepeorun/ B.B. Cankos. - M.: Akanemust, 2008. -
288 c.

ConosneB D.4. CoBpemennsiit atukeT. Jlenmooit mpotokon/ 3.5 ConoseseB.- M., 2003.

CripaBouHUK 110 J1€710BOM nepenucke.- M.: Mexperuoncepsuc,. 1996.-362c.

CrenrokoB M.B. Cekperapckoe neno/ M.B. CrenrokoB. — M.: I[Ipuop, 2001. — 192c.

TeneoHHbIi pa3roBop ¢ MHOCTPAHHBIM MAPTHEPOM: CIIPaB. MOCOOHME AJIl YCIEIIHOTO JEJIO0BOTO
obmenus / coct. I'. Ilepmmn u ap. - CI16.,1996.

HleitrnoB B.I1. Cekperaps: Cekpersl nmpodeccun/ B.I1. [leitnoB. — M., 2002. — 128c.

Ounukionenus cekperaps / B.M. Aunpeesa, T.A. beikosa, JI.M. BsutoBa u ap. — M.: MLIODOP, 2004.
Ounuknonenus oguca. [IpakTudeckoe pykoBoACTBO misi cekperaps / coct. CambikmHa W.B. —
M.:BUHOM, 1995. — 305c.

lerunckas H.b. AnanTamus cTyI€HTOB C OTpaHUYEHHBIMH BO3MOXHOCTSIMU 37J0POBbSI K YCIOBUSAM
oOyueHusi B By3e KyIbTyphl: MeToAanuecKue peKoOMeHIaluu i npenojaBaTeneid. — KpacHomap:
KT'UK, 2016. - 42 c.

letunckas H.b. Pa3BuTne KOMMYHHKATUBHOW KOMIIETEHTHOCTH CTYJIEHTOB C OTpaHUYEHHBIMU
BO3MOKHOCTSIMH 310pOBbsi: Meroauueckue pexomenganuu mia cryaeHtoB. — Kpacnomap: KI'UK,
2016. - 28 c.

Pycbkun B.M. CounokynbTypHas peaOMIuTalMsl CTYJEHTOB-WHBAJIUAOB CPEACTBAMHM HCKYCCTBA B
mpolLecce Meaarornyeckoil nestenbHocTH: Metonudeckue pexomennanuu. — Kpacnomap: KI'UK,
2016. - 22 c.

7.3.Ilepuoanyeckue u3aHus
Jlenornpou3BoACTBO

CexkpeTapckoe J1eno

Cekpertapb-pedepeHT

CripaBOYHHK cekpeTaps U orc-MeHeKepa
YnpasieHue nepcoHaIoM

7.4. UuTepHeT-pecypcehl
http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/ «Apxussl Poccuny;
http://sekretarskoe-delo.ru/
http://www.profiz.ru/sr
http://sekretar-info.ru/
http://www.sekretary.net/
http://cde.osu.ru/demoversion/course139/3 1html
http://www.bibliotekar.ru/biznes-60/index.htm

G e

7.5. MeToauyeckne yKazaHusi 1 MaTePHUAJIbI 10 BUIAM 3aHATHIA
JIs OATOTOBKU K 3aHSTHSIM PEKOMEHIYEM HCIIOJb30BaTh JJEKTPOHHYIO 0a3y

JaHHBIX 110 OOKYMCHTOBCACHHUIO M JOKYMCHTOBCAUCCKHUM HCCICAOBAHUAM, KOTOpasd
COACPKUT MCTOAUMYCCKHUE MATCpHUaJIbl IIO IMOArOTOBKE K CCMHMHAPCKHUM, IMPAKTHYCCKHUM
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http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/
http://sekretarskoe-delo.ru/
http://www.profiz.ru/sr
http://sekretar-info.ru/magazine-articles/
http://www.sekretary.net/
http://cde.osu.ru/demoversion/course139/3_1html
http://www.bibliotekar.ru/biznes-60/index.htm

3aHATUAM, 3a4eTy, Pa3pabOTKe Iriaoccapusi, MOArOTOBKE BUACONPE3CHTALNN, BHITIOIHEHHIO
APYTUX 3aJaHui 33JaHUl B paMKax CaMOCTOSITEIbHOM pabOThl . A TakKe 3IJIEKTPOHHBIE
SHIUKJIONEANH 110 I€JIONPOU3BOJICTBY U APXHUBOBEJCHUIO

JUis caMOCTOATENbHONM pabOThl, MOATOTOBKE MPAKTUYECKUX (CEMHUHAPCKUX) 3aHATHM,
HOJArOTOBKE K TECTOBBIM MCHBITAHUSM, a TaKXkKe JUIs HAlKUCaHus 3cce, pedeparos,
HAY4YHBIX JI0KJIa/10B PEKOMEHYETCs CIIEIYIOIIEE:

JUis MOATOTOBKM K HEPEUYMCIECHHBIM BHJaM pPadOT MNPEayCMOTPEHBI 3aJaHus,
pa3BHUBAIOIINE HABBIKM CaMOCTOSITEIbHOTO aHajin3a W OCMBICICHUS TPEAIOKEHHBIX
npobieM u TeMm. [l OCBOEHHS TPENJIOKEHHBIX TEM, CTYACHTaM HEO0OXOAUMO
O3HAKOMHTHCSI C TPEIJIOKEHHON JUTEepaTypol, BBIOpaTh HEOOXOAMMBIE HCTOYHHKH,
COCTaBUTh IUJIaH TpeAcTosAleil paboTel. s pedepupoBaHHs HMCTOUYHHUKOB CTYACHTY
HEOOXOJMMO O3HAKOMUTHCA C TEKCTOM, CHAeNaTh HEOOXOJUMBIC BBITUCKU, LUTATHI,
COOTBETCTBYIOIIME TIABHOW TMpoOJeMe WCCIEIOBaHMs, CKOMIIOHOBAaTh JTH IIUTATHI,
OpoAyMaTh UX, MW3JI0KUTh COOCTBEHHOE BHJIEHHE CBOMMH CJIOBAaMH, HaMETHUTh
HEOOXOUMBIE CBSI3KU U CTPYKTYpY Oynyiero tekcra. PegeprupoBanue nepBOMCTOUYHUKOB
IPENOoJIaraeT caMOCTOSITENIbHBIE HABBIKM M3YUYEHHS TEKCTa, U3JI0KEHHUE NPEI0KEHHBIX
TOUEK 3PEHUs, IepecKa3, aHaJIu3 MPOOJEMHBIX BOIPOCOB, BbIIEICHUE TJIaBHBIX HAyYHBIX
no3unuil aBTopoB. [l BeImoiHeHUs pedepara HEOOXOAUMO HAYMHATH C OOOCHOBAHMS
BbIOOpA TE€MBI, 3aTEM IPUBECTU NEPEUEHDb KIIFOUEBBIX MOHATUHN COJIEpKaHus, IUIaH pabOThI
(0 yem paboTa, KaKve BOIPOCHI BKJIIOUEHBI), 3aT€M NEPEXOIUTH K (HOPMYIHPOBKE TE3UCOB,
MPEACTABISIIONIMX KPaTKOE COJEpkKaHUE KaKIOro Bompoca Tembl. Jlamee, mpuBoasTCs
CTPYKTYpUPOBAaHHBIE TE3UCHl (OCHOBHBIE TPYIIBI TE3UCOB IO pasaenaMm padoThI).
CrpynnupoBaB Te3uChl (OCHOBHBIE MBICIH), YCTaHOBHUB MEXKIYy HHMH OCHOBHBIC H
COTIOJTYMHEHHBIC CBSI3U, COCTABUTD JIOTHYECKYIO MOJIEb coJiepkaHus paboThl (pedepara).
Bo03MOXHO nepBOHaYanbHO NOCTPOUTH MOJENb COAECPKAaHUS PaOOThl U OCHOBHBIX OJIOKOB
(MpIcrei), a 3aTeM KaXKIbld TE3MCHBIM OJNOK HAMOJHUTh CTPYKTYPHBIM KpPaTKUM
coJiepkaHueM. DJTO TMO3BOJUT B JaJIbHEHIIEM pacKphlBaTh paboTy, €€ coaepikaHHe C
pa3Hoii CTENEeHbI0 MOJIPOOHOCTH.

7.6. IIporpammHoe obecrieueHmne
Adobe Master Collection CS 6

MS Windows Bepcuu XP, 7,8,10
MS office professional plus 2007 MS office professional plus 2010

1

2

3

4. Tapant
5. Koncynbrant +
6

Cucrema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHHUIIJIMHBI
MOAYJIA)
IIpr ocBOCHUM TUCIUILIUHBI PEKOMEHAYIOTCS IOCTYIl B MIHTEpHET, KOMIBIOTEPHBIN
KJIaCC JJISl IPOBEJACHUS NPAKTUYECKUX 3aHATHH.
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Ilpunooicenue 2

JlonoiHeHUsA U U3MEHEHMSI
K padoyeil nporpaMmme y4e0HO# JUCHUIIMHBI (MOXYJIs1)

Ha 20 -20_ y4.ron

B pabouyto nporpaMmy ydeOHOM TUCIUIUIMHBI BHOCSITCS CIEIYIONINE U3MEHEHUS:

JlonoyiHEHUSI 1 U3MEHEHHUsI K paboueil mporpaMMe pacCMOTPEHBI U PEKOMEHJOBAHbI
Ha 3acefaHuu KadeIphl

(HauMeHOBaHUE)

[IpoTokon Ne OT «__ » 20 T
Hcnonaurtens(u):
/ / /
(TOMKHOCTB) (moxmuck) (®.1.0.) (mata)
/ /
(TOMKHOCTB) (momuce) (®.11.0.) (mata)

3aBenytrouuii kadenpoit

/ / /
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(HanMeHOBaHME KadeIphl)

(momucs)

(®J.0.)

(mara)
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