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1.OBIIME MOJIOKEHUS
[lossicuuTenbHas 3anUcKa
K OCHOBHOM TIpoTrpamme mpoPecCHOHATHHOTO 00yUeHUs —
nporpamme mpogpeccuoHaTbHON MOATOTOBKY 1O IOJDKHOCTH CITYKAIIEero
«AJIMUHHCTPATODP»

OcHoBHas mporpamMma mpo(hecCHOHAIBHOTO 00y4eHHs — IporpaMMa MpohecCHOHaTLHON
MOJTOTOBKH IO JIOJDKHOCTH CIYXKAIIero «AJIMUHUCTPATOP» (Z1ajee - mporpamma) pazpaboraHa B
cooTBeTcTBUU ¢ DenepanbHbiM 3akoHOM OT 29.12.2012 Ne 273-®3 «OO6 oOpa3zoBaHuu B
Poccuiickoit ®enepaunn», npukazom MunucrtepctBa npocsetieHuss PO ot 26.08.2020 Ne 438
«O06 yrBepxkaennu [lopsiika opraHu3anyy 1 OCyIIeCTBICHUS 00pa30BaTeIbHON IEATETLHOCTH 10
OCHOBHBIM IpOorpamMmaM NpoecCHOHATBHOTO OOydeHHUs» | MpHuKa3oM MUHHCTEpCTBa
IIpoceemienuss P® ot 14.07.2023 Ne 534 «O6 yrBepxknaenuu Ilepeuns mpodeccuil pabouux,
JOJIKHOCTEH CITyXaIIHUX, 10 KOTOPBIM OCYIIECTBIIAETCS PO(ECCHOHATBHOE 00YUEHUE.

PabGouass mporpamma paszpaboTaHa Ha OCHOBE MPOQPECCHOHAIBLHOTO CTaHIapTa
«CrneunaniucT Mo OpPraHU3allMOHHOMY U JIOKYMEHTAllMOHHOMY OOECHEUEHHIO YIpaBJICHUS
OpraHu3aluen», yrBepKIEHHOTO MPUKa3oM MUHHCTEpCTBA TpyAa U COUUATIBHOM 3amuThl PO ot
15 urons 2020 Ne 3331 «O06 yrBepkaeHun npodecCuoHaIbHOrO cranaapra «Cnenuaiuct Mo
OpraHU3aI[MOHHOMY M JIOKYMEHTALlHOHHOMY 00€CTIeUEeHHIO YIIPaBICHHS OPTaHnu3aluen».

[Iporpamma peanusyercss ¢ NMPUMEHEHHEM MCKIIIOUUTENBHO 3JIEKTPOHHOIO OO0YYEHHS,
JMCTaHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHIl.

ean nporpaMmmel: GopMUpPOBaHKE Y 00yUJarOMIUXCS TPOPECCHOHAIBHBIX KOMIIETEHITUH,
o0ecreunBarOMMX BHINIOJHEHHE HOBOTO BHUAA NMPOQPECCHOHANBHON NESTENbHOCTH B 00JacTH
OpPraHU3aI[MOHHOTO U JOKYMEHTAIIMOHHOTO 00eCredyeHUs YIpaBiIeHUs] OpraHU3alUsIMHU JIFOOBIX
OpraHU3aI[MOHHO-TIPABOBBIX (OpM, NPUOOPETEHHE HOBOW KBaTu(UKAIMU 10 Mpodeccuun
«AIMUHUCTPATOPY.

3agaunm  o0yuyeHHUsi: JaTh OOy4yalOmMMUMCS HEOOXOAUMBIM YpPOBEHb 3HAHUW IS
OpPraHU3aI[MOHHOTO OOecreueHusl NEeSTeNIbHOCTH OpraHu3alud M oOecreyeHusl AeATeIbHOCTU
PYKOBOJIUTEIIS OpraHU3aIiH.

TpeGoBanus Kk 00y4arOIMMCH: JIHIA, UMEIOITUE, CpeIHee 001Iee 00pa3oBaHue, a TAKKE
JUIa, HE UMEIOIIME OCHOBHOTO OOIIEr0 WM CpeJHEero oOmiero oOpa3oBaHMsl, BKIIOYas JIUI C
OTPaHUYEHHBIMU BO3MOKHOCTSIMH 3/I0pOBbs. OO0yUYeHHe M0 MporpaMMe MOKET OCYILECTBISATHCS
B COCTaBe yueOHOM IpyMIbl WIH UHAUBUAYAIBHO.

[lo okoHYaHMM TEOpETHYEeCKOro OJioKa, TMepel  BHIINOJHEHHEM IPaKTUYECKOM
KBIM(UKAIIMOHHOM pabOThI TPOBOAUTCS MTPOMEKYTOUHAS aTTeCTaLUS.

WUroroBass arrecranusi NpPOBOJUTCA IO OKOHYAHMH BCcero Kypca B  Qopme
KBJIM(DUKAIIMOHHOTO 2K3aMeHa YK3aMEHAIlMOHHONH KOMHUCCHEH, COCTaB KOTOPOH onpeaensieTcs u
YTBEPKIAETCS PYKOBOJUTEIEM AHO HAI1O «AVUTUCUTH. K MIPOBEJICHUIO
KBAIM(UKAIIMOHHOTO  DK3aMEHa  MPUBJICKAIOTCS  MpEACTaBUTENM  paboToaarenei, Hx
o0veauHeHu. Pe3ynbTaTel UTOTOBOM aTTecTanuu odopmisitorcs mpotokoioM. [lo pedynabTatam
UTOTOBOM aTTECTAIIMH BBIIAETCS CBUAECTEILCTBO O MPUCBOCHUH JOJHKHOCTH CITYXKAIIIETO.

OO0ydenue 1o mporpaMmme BeaeTcst Ha pyccKoM si3bike Dopma 00ydeHus: ¢ IpuMeHEHUEM
AIIEKTPOHHOTO 00yYeHHE U AUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

Cpok oOyueHusi: Tpy10eMKOCTh 00y4deHuHsI o JaHHO# nporpamme 140 gacoB. OOmuii cpok
oOyuenuss 4 wHexenu (CpoK MOXKeT OBITh MPOATEH 3a CYET YMEHBIICHHS KOJIUYECTBA
aKaJeMHYECKUX YacoB B JCHb, II0 COTJIACOBAHUIO C 3aKa3YMKOM 00pa30BaTEIbHBIX YCIIYT).

Pexxum 3ansTHil: He OoJiee 8 YacoB B JICHb.



2. TPEBOBAHMUS K PE3YJIBbTATAM OCBOEHMUS TPOT'PAMMBI

B pesynbTare 00ydeHus mo mporpaMme oO0ydarommecs A0HKHBI OBIAICTh CIEAYIONTUMU
npohecCHOHATFHBIMU KOMITETCHIIUSMU:

IIK-1. [Ipuem u pacnpenenenue TeneGOHHBIX 3BOHKOB OpraHU3alun

IK-2. Opranuzanus paboThI € TIOCETUTENSMH OPTraHU3aIuN

IK-3. BeimonHeHne KOOPIMHUPYIOMKX U 00eCTIeYnBaIOIINX (DyHKITHIA

B pesynbraTte u3ydeHust porpaMMbl « ATMHHHCTPATOPY» 00yUJaromuecs A0JKHbI 3HATh:

- (GyHKIUY, 32/1a41, CTPYKTypa OpraHUu3aIiy, ee CBA3H;

- IpaBWa B3aMMOJEUCTBUS C MapTHEpaMH, KIUEHTAMM, CPEICTBAMH MacCOBOMU
nHpOpMaNnu;

- MIpaBUJIa OpraHU3aluy puemMa noceTuTenei;

- MpaBuiia JeJI0BOTO OOIICHMUS;

- CTPYKTYpy OpraHM3ali U pacrpejaeiaeHue (QYHKIUH MEXITy CTPYKTYPHBIMU
MOAPa3JICIEHUIMHU CHIEUAINCTaMU;

- IpaBUJIa OpraHu3aluy NPUEMOB B oQuce;

- MpaBUJIa CEPBUPOBKU YaitHOTO (KOoQeitHOoro) crona;

- MpaBUJIa MPUTOTOBJICHUS U MOJAYU TOPSIYUX HAITUTKOB U 3aKYCOK K HHM;

- ATUKY JEJIOBOTO OOIICHHUS;

- MIpaBUJIa PEUYEBOT0 ITUKETA;

- TpeOOBaHUs OXpaHbl TPY/Ia;

- MpaBUJIa 3alUThl KOHPUIEHIINATLHOM CITy>)keOHOH HH(]pOopMaIuu.

B pesynbrate u3y4eHus: IporpaMMbl « ATMHHHCTPATOP» 00yUJaromIHecs A0JKHbI YMETh:

- WCTIONb30BaTh TEXHWYECKHE W TIPOrpaMMHBIE CPEIACTBAa ISl TPOBEACHUS
TOJIOCOBOH HMJTH BHJIEO-KOH(EPEHII-CBS3H;

- WCTIONh30BaTh CPEACTBA KOMMYHUKAITMOHHOW OPTTEXHUKH ISl TOJNYyYCHUS W
nepeaadn nHGpoOpMaIuu,

- BECTH  YYETHBIE  PETUCTPAllMOHHBIE  (OPMBI, HWCHOIB30BATH WX  JUIA
WH(pOPMAITMOHHOW pabOTHI;

- yCTaHaBIIMBaTh KOHTAKT C COOCCEIHUKOM, TOJICPKUBATh M Pa3BUBATh JICIOBYIO
Oeceny B mpoiiecce Tene(GOoHHBIX IEPErOBOPOB;

- CTJIQKWBaTh  KOHQUIMKTHBIE W CIOXHBIE  CUTYallUd  MEXJIMYHOCTHOTO
B3aMMO/ICHCTBUS;

— coOJI0/1aTh CTY)KEOHBIN YTHKET;

- 00IIaThCS C MOCETUTEIISIMH;

- UCIIOJIb30BaTh YCTAHOBJICHHBIC MPaBUJIa W MPOIEIYpPhl KOMMYHUKAIIUH BHYTPH
OpraHu3aIuu;

- BECTH y4ETHBIC (DOPMBI, UCIIOJIB30BATh UX JIJIsl paOOTHI;

- CO3/aBaTh MOJIOKHUTEIbHBIA UMUK OpraHU3aIUH;

- OPUHUMATH MEpPHI TI0 Pa3pelIeHN0 KOHPIUKTHBIX CUTYallUi;

- MPUMEHSTh HH()OPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH;

- obecreunBaTh KOH(PUIECHIIUAIBHOCTh HH(DOPMALINY;

- COCTAaBIISATh ¥ BECTH yUETHBIC JJOKYMEHTHI;

- NPUMEHSTh CPEJCTBA KOMMYHHKAIIUH TSI TIepelau OPYYSHUH PYKOBOIUTENS U
COTPYIHHKOB OpraHHU3aIIHH;

- PUMEHSITh COBPEMEHHBIE CpEeICTBA cOOpa, 00pabOTKU U mepeaadn HHGOpMaInu;

- OIICHUBATh PE3yJbTATHl B PAMKaX MOCTABIEHHBIX 33/a4;

- OCYILIECTBIISITH KOHTPOJIb UCTIONHEHUS IOPYICHUN PYKOBOJIUTEINS COTPYIHUKAMHU.

ManI/II_[a KOMIIETEHIIUH B COOTBETCTBHUHU C HpO(I)CCCI/IOHaJ'ILHLIM CTaHAapTOM
«CHCL[I/IaJ'II/ICT Mo OpraHnu3aOHHOMY U JOKYMCHTAIlTUOHHOMY 00eCITeUYeHHIO YIIpaBJICHUA



OpraHu3aluen», yrBepKIEHHOTO NpUKa3oM MUHHCTEPCTBA TpyAa U COUMAIbHOM 3amuThl PO ot
15 wronst 2020 Ne 333n «OO0 yTBepkIeHUU MPOPecCHOHATHHOTO cTaHaapTa «CHemuanucT 1mo
OpPraHu3aIMOHHOMY U JIOKYMEHTAIIMOHHOMY 00CCTICUCHHUIO YIIPABJICHIS OPTaHU3AIHCH.

Kon TpynoBo# | PopMupyemasi KOMIIETCHIUA

GbyHKITII

AJ01.3 I1K-1. Tlpuem u pactipenenenne TeneGoHHBIX 3BOHKOB OPTaHU3AIHH
A/02.3 I1K-2. Opranuzanus paboTsl C MOCETUTENISIMU OPTraHU3aIuN

AJ03.3 I1K-3. BeimonHnenne KoOpANHUPYIONUX U 00ecIIeunBaoNX GyHKIUH

Cas3b [Iporpammel ¢ npodeccnonanbupiMu crangapramu (I11C):

Haumenosanue Bsiopannoro [1C YpoBeHb
HanmenoBanue [Iporpammel
(0JTHOTO MJIM HECKOJIbKUX) KBaJIM(DUKALIMK
[IpodeccronanbHbIN cTaHIAPT
kox 07.002
«CrenuanucT 1no 3 ypoBeHb
OcHoBHasl mporpamMma OpraHU3alMOHHOMY 1 KBaJIM(pUKALIMH
poQeccuoHaIbHOTO O0yIEHUS — JOKYMEHTaIHOHHOMY
npodeccroHalibHas MOJIr0TOBKA 00ecrevyeHnIo yrpaBIeHHs OpranuzanoHHOe
IO JIOJDKHOCTHU CITY’Kallero opraHu3anuein» yreepxaeH obecrieueHue
«AJIMUHUCTPATOP» npuka3zoM MuHucTepcTBa JeSITEIbBHOCTH
TpYyAa U COLUAIbHOM 3aIUTHI OpraHu3anuu
Poccuiickoit @enepanuu
oT 15 uroust 2020 roga N 333u




3. COAEP)KAHUE NTPOI'PAMMBI

porpamMmbl MPo(eCcCHOHATBHON MOATOTOBKH MO JIOJDKHOCTH CITY)KAIIEeTo

VUYEBHBIN IUIAH
OCHOBHO# MmporpamMmbl TPo(HecCHOHATTLHOTO 00YICHUS —

«AIIMUHUCTPATODP»

O0BeM 3aHATHH ¢
HMCIIOJIBL30BAHMEM AUCTAHIMOHHBIX

Bcero TEXHOJIOT M Dopmbl
Ne /i HaumeHoBaHue JUCIUILIMH
4acoB NMpaKTH4e | CaMOCTOsI- | KOHTPOJIA
JIEKIHH cKHe TeJbHAasI
3aHATHS pab6oTa
l. TeopeTnueckoe 00yueHue 86 62 12 12 3auer
Moayan 1 DyHKUWH, 3aJaun,
CTPYKTYpa OpraHu3anuu, ee 14 10 2 2
CBSI3H
1.1. OCHOBHBIC TEPMHUHBI H
orpeneneHus B chepe
OpPraHU3alMOHHOTO 1 10 6 2 2
JIOKYMEHTAITOHHOT'O
o0ecrieueHs ynpaBJIeHHs
1.2. Brenenwne B mpodeccuio 4 4 - -
Monyas 2 | [Ipaguaa B3anmoseiicTBus ¢
napTHepaMH, KJIHeHTAMH
PTHEPAME, at, 14 10 2 2
CpeACcTBaMH MacCOBOI
uHpoOpMaIM U
2.1. [enoBas KynapTypa B 6 4 i 5
npodeccruoHansHON chepe
2.2, HNudopmarus, ec BUAB 1 8 6 9 i
CBOIICTBA
Monyak 3 | 3yyka nenoBoro obmenns 16 12 2 2
3.1. OTHKa 6 4 - 2
3.2. Kynprypa obmienns B 4 4 i i
npoheccroHaIbHOM cdepe
3.3. ITcHXxOMOrus KOJJIEKTHBA 6 4 2 -
Monyab 4 | fipaguaa peuesoro sTukera 14 10 2 2
4.1. PeueBoii aTuKET U peyeBbie
P 7 5 1 1
CpeJICTBA OOIICHUS
4.2. Bupt 1 hopmbl 1e10BOrO
ABLH QOpMbI 1 7 5 1 1
o0LeHns
Monyae 5 | Tpegosanns oxpans Tpyna 14 10 2 2
5.1 OxpaHa Tpy/Ja v TEXHHUKA
Oe3omacHocTH Ha paboueM 8 6 - 2
MecTe
5.2. TpebOoBaHus oxpaHsl TpyAa B 6 4 9
ABAPUIHBIX CUTYaIHsIX




Monyas 6 | [Ipapnaa 3ammuTe!
KOH(pHUTeHINATLHOT 14 10 2 2
cay:ke0HOI HHpOpMATUA
6.1. Kon¢unenunansaas
Quaciin 7 5 1 1
nHpopMaIUs
6.2. IIpaBuna 3a
paBuiia 3alMTHI 7 5 1 1
nHpopMaLUH
IIpomeskyTouHan 5 3aver
aTTecTaunus
Koucynbrammm ¢ 4
npenojiaBareyieM
KpanudnkanmnonHbii 48
IK3aMeH
[pakTnyeckas 40
KBaJIMHKalMOHHAs padora
Ok3aMeH 8 IK3aMeH
HToro 140 62 12 12

4. KAJJEHJAPHBI YYEBHBIN I'PAD®UK

OCHOBHOM MPOTPaMMBbI TIPO(PEeCCHOHATTLHOTO OOYIEeHHS —

MpOrpaMMbl Ipo¢ecCHOHaTbHON MOATOTOBKU MO JOJLKHOCTH CITYXKAIIero

«AIMUHUCTPATOP»
Ne | HaumeHoBaHMe MOmyIist Bcero, | YueGnas nemens
n/m 4ac 1 2 3
I Teopernyeckoe o0yueHue 86 40 |40 |12
1 OYHKITNH, 337]a91, CTPYKTypa OpraHU3aIluH, 14 14
ee CBSI3U
2 [IpaBuia B3aMMOICHCTBYS C TApTHEPAMH, 14 14
KITMCHTaMH, CPEJICTBAMU MacCOBOU
HHOOPMAITIH
3 OTHKA JIENOBOro O0IICHUS 16 12 |4
4 IIpaBmia pedeBoro 3THKETa 14 14
5 TpeboBaHus OXpaHbI TpyIa 14 14
6 [IpaBuiia 3ammThl KOHQUICHIIHATBHOM 14 8 6
ciry>ke0HON nHbopManun
7 [TpomexyToUyHas aTTecTanus 2 2
8 Koncynpranmu ¢ npenogaBaTenemMm 4 4
Il KpamudrkarmionHsIi 9K3aMeH 48
[IpakTndeckas kBanupuKarmoHHas padoTa 40 28 12
Ox3ameH 8 8
HUTOIr'O 140 40 |40 |40 20




5. PABOYAS ITIPOT'PAMMA
OCHOBHOM mporpamMmbl Ipo(heCCHOHATLHOTO 00YIeHUS —
porpamMmbl MPo(eCcCHOHATBHON MOATOTOBKH MO JIOJDKHOCTH CITY)KAIIETOo
«AJIMUHHCTPATOP»

|. TeopeTnueckoe o0yuenue

Mopyas 1. ®yHknuu, 3a1a4M, CTPYKTYpPa OPraHu3anuu, ee CBsA3H.

Tema 1.1. OcHOBHbBIE TepMHMHBI W oOmpeje/ieHusi B cdepe OPraHM3alUMOHHOIO U
AOKYMEHTAIlMOHHOT0 o0ecnevyeHusi ynpapjieHusi. OnpenesieHue MOHATHH «MEHEIKMEHT» U
«ynpasneHue». [lpuHuunel u mMetonsl ynpasneHus. OyHkiuu ynpasieHus. OpraHusanus Kax
cucrema. OnpezneneHue 1 o0IIMe XapaKTEePUCTUKU OpraHu3alui. BHYTpeHHsIsI 1 BHEIIHSIS cpea
opranu3zanuu. OpraHu3alMOHHO-TIPaBOBbIe (POPMBI OpraHu3auil. OpraHu3aluOHHbIE CTPYKTYPHI
ynpasieHus. PykoBoauTens B cucteme ynpanieHus. JKU3HEHHbIH UK OpraHu3alyu.

IIpakTHyeckoe 3aHsiTHe. IIMCBMEHHBIN WM YCTHBIM ONpPOC HA 3HAHHE TEPMHHOB M
onpejieNieHui B cepe OpraHu3aliiOHHOTO U JJOKYMEHTAI[MOHHOTO 00eCTIeueHus yIpaBJIeHNU .

CamocrositesibHast ~ padora.  COpoeKTUPOBAaTh  OPraHU3ALUMOHHYIO  CTPYKTYpPY
OpraHM3ali U CXeMbl MH(QOPMAIMOHHBIX MMOTOKOB MEXAY CTPYKTYPHBIMHU MOJpa3/ieIeHUSIMU
000# opraHU3aIK Ha BEIOOD.

Tema 1.2. Bpenenne B mnpodeccuro. Kparkas HCTOpHS CEKpETapCKOro Jiena.
KBanudukanronnass xapakTepuCTHKa CeKpeTaps-aJMUHUCTpAaTopa, €ro pojb B CTPYKType
opranu3zanuu. @yHkuuu cexperaps. yHKIMM cIy)Obl ceKpeTaprara B opranuzaiuu. Kaapossiii
cocTaB cykObl cekperapuara. Posib u MecTo cityk0bl cekpeTapuara B CTpYKType OpraHU3aIii.

Moayas 2. IlpaBuia B3amMoOIeilicTBHSI ¢ NMapTHePaMH, KJIMEHTAMHU, CPeACTBAMM
MaccoBoii MH(poOpMaIUn

Tema 2.1. [desoBasi kyabTypa B mnpodeccuoHanbHoii cdepe. llonstue penopas
KynbTypa. JlenoBas KylbTypa Kak KOMIUIEKC OTHOILLIEHUH YelloBeKa K npoteccy Tpyaa. KiroueBbie
KOMITOHEHTHI JIeJIOBOM KyabTyphl. DopMupoBaHUe MO3UTUBHOTO JI€JI0BOT0 UMHUI)Ka OPraHU3alHH.
3HaueHue JeNOoBOM KyJIbTYpbl B OpraHu3alldd CeKpeTapckoro oOciyxuBaHus. llonstue
KOpIHOpaTUBHAs KYJIbTYpa.

CamocrosiTeqbHasi padora. COCTaBUTh AJITOPUTM JACHCTBUI CEKpeTaps MO OpraHu3aluu
npuéma MoceTUTeNe, IEJIOBBIX BCTPEY U COBEIIAHUM.

Tema 2.2. Undopmanmus, ee BUaAbl U cBoiictBa. Oynknuu nHpopmanun. TpedoBaHus,
npenbsBisieMble K nHGopManuu, kauecTBo nHPpopmanuu. CooTHOIIEHHE MOHATHH «JIOKyMeHT u
undopmanus». HMubopManmoHHble ypoBHH AOKyMeHTa. [IpoOrembl Moucka W TpaHCIALUU
JIOoKyMeHTupoBaHHOH nHpopmanmu. Mudopmanmonnsie 6apsepbl. MHDOpMaLMOHHBIE TOTOKU B
OpraHu3aIiy.

IIpakTH4yeckoe 3ansATHE.

1. IIpoananu3upoBaTh TEKCT JTOKYMEHTA U ONPEICIHUTh:

a) KauecTBO MH(OpPMAIMU C TOYKH 3PEHHS] HAIUYUS BCEX HEOOXOIUMBIX CBOWCTB
uH(pOpMaINH;

0) MHPOPMALIMOHHBIE YPOBHU JOKYMEHTA,

B) MH(OPMaIIMOHHBIE Oapbephl, MELIAIONINE BOCIPUATHIO HH(OPMALIHH.

2. [TonroToBUTH ¥ 0O(POPMHUTH B COOTBETCTBUH C IIPABUJIAMU JIEJIONPOU3BOJICTBA H PEYEBOTO
sTuKeTa B mporpamMme Microsoft Word: mHopmanmoHHOE NHCBMO, pEKJIaMHOE MHCHMO,
COIPOBOJUTENBHOE MUCHMO, MUCBMO-3aIIPOC, MUCbMO-IIPUIJIAIIEHNE, TMCbMO-HAIOMUHAHUE U
MIO3JPaBUTEIBHOE TUCHMO.

Moayas 3. ITHKA 1€J10BOI0 O0IECHHS.
Tema 3.1. ITuka. [loBeaenue yenoBeka; npasuia u HOpMbl. HpaBcTBeHHBIE TpeOOBaHUS K
npo(ecCHOHATbHOMY TOBEJCHUIO: BEXJIMBOCTb, TAKTUYHOCTh, J00pOXKENATeIbHOCTh U JIp.



Otuker. Cdepbl ASHCTBUSA ITHKET. DTHKA AeraoBoro odmenus. Mmumk cexperaps. MckyccTBo
CaMOIIPE3EHTAlMU U BHEILIHUM BUJ.

CamocrositesbHast padora. [logrotoButh scce Ha Temy «IMHDK cekpeTapsi».

Tema 3.2. Kyabrypa o01menust B npoeccuonaibHoii cepe. Kommynukanus. Cpencraa
BepOanpHOro 00meHus. HepepOanbHbIe cpecTBa OOMICHHS. DTUKET B 1e10BOM oOmmeHnd. CTim
oOmienusi. OCHOBHBIE MTPaBHJIa MOBEJCHYECKOTO ITUKETA: IPUBETCTBHSL, 3HAKOMCTBA U 1p. HopmbI
OTHOIIEHUH B KOJUIEKTUBE. OTHOIIEHUS PYKOBOAWUTENS M MOJYMHEHHBIX. MEXKIMYHOCTHbBIE
KOHTaKThl. OpraHu3anus JeJ0BbIX KOHTaKTOB. OCHOBHbIE TPeOOBaHUS K PEUU: TOH, APTUKYISALMS,
MPOU3HOLICHHE, TPOMKOCTh, TOYHOCTDH B TIOJI00PE CIIOB.

Tema 3.3. IlcuxoJiorus KoJuieKTUBA. [Icuxonorus KoHGINUKTA: onpeeNeHre KOH(INKTA,
TUTIBI KOH(IUKTOB, KOH(IUKTOTEHBI, BOSHUKHOBEHUE KOH(MIMKTA, TMPUYUHBI U TIOCIEACTBUS
KOH(IUKTOB, CTaAlM KOH(INKTA, KOHCTPYKTUBHBIE CIIOCOOBI pa3pemieHns KOHPIukToB. CTHIIb
MOBEJCHNUS B KOH(UIMKTHOM CHUTyallUU: CTPAaTerMH IOBEJIEHUS B KOH(MIMKTHOM CHTyallMH
(CoTpyIHUYECTBO, KOMIIPOMHKCC, COTIEPHHUYECTBO, U30eraHue, MPUCIOCOOTIEHUE); KOJEKC
noBefieHUs B KoHQuukTe. [lcuxosornyeckuil aHamu3 KOH(IMKTOB: aJrOpPUTM pa3pelieHus
CUTYyalluil ¥ KOH(JIUKTOB.

IIpakTnueckoe 3aHATHA. PelInTh CUTYyallMOHHBIE 3a/1a4H:

1. OnnoBpemenno Bac mpocar o Kakux-To AeMcTBHSIX (KOTOpble BXOJAT B Bamm
00s13aHHOCTH) JIBa Pa3HBIX COTpyAHHKA. [lapannenpHO AenaTh 3T0 HEBO3MOXKHO, a 00a MpOCsT
c/enaTh Kak MO>KHO ObIcTpee. Bamu neiictBus?

2. Bac mpocsT BBINOJIHUTH paboOTy, KOTOpas HE BXOIUT B Bamm HemocpencTBeHHbIE
0053aHHOCTH, HO 0OJIbIIIE €€ HUKTO ceiiyac He CMOXKET CeNlaTh UCXOS U3 YPOBHSI KBaJIM(DUKALIMY.
Bamm nelicreus?

Monayasb 4. IIpaBuiia pe4eBoro 3 TuKeTa

Tema 4.1. PedyeBoii 3TUKeT M peueBbie cpeacTBa 00mIeHHsl. PeueBoil STUKET B JEJT0BOM
00IIeHNN. DJIEMEHTHI PEUYeBOT0 ATUKETa: (HOPMBI OOIEHUS, M3J0KEHHUE TPOCHO, BBIPAKEHUS
MIPU3HATEIBHOCTH, CIOCOObI apryMeHTalluu B JENOBBIX cUTyauusx u np. KymabTypa pedeBoro
obuienus. [lyonuunsie BoicTymieHus. KynpTypa ciymanus naptHepa. bapbepsl B 001IeHUN U X
MIPEOJI0JICHHE.

IIpakTnueckoe 3ansatue. [loagroToButh odunnanbHOE MUCHMO € H3JI0KEHUEM MPOCHOBI
WJIY BBIPAKEHUS IPU3HATEIBHOCTH.

CamocrosiTesibHasi padora. [loAroToBUTH TEKCT BBICTYIUICHUS [0 CiIydal roOuies
OpraHu3aluu.

Tema 4.2. Buabl 1 popmbl 1es10BOro odmenus. Jlenoseie 6ecenpl. J[e0BbIC TEPErOBOPHI.
CymHocTs nenoBoit 6ecenpl. Buabl Oecen. IloarotoBka 6ecenpl. CTpyKTypa Iel0BO Oecebl.
MeTo1b1, UCTIONB3yEeMbIEC Ha Pa3HBIX dTaIlax AeI0BoM Oecebl. DTUKET N1enoBoi oecenpl. KynbTypa
nenoBbIX coBemanuii. OcoOeHHOCTH OOIIEHUS C MHOCTPAHHBIMU MapTHEPAMH. OTHUKET
TeneoHHbIX neperoBopoB. KynbTypa nenosoii nepenucku. [Ipuem u o61ieHre ¢ TOCETUTENSIMH.
CepBupoBka JaiiHOTO (KO(eitHoro) crosa B oduce.

IIpakTHyeckoe 3ansaTHE. [IOATOTOBUTH ANTOPUTM JEHUCTBUM IO OTPaOOTKE HABHIKOB
OoOIIEeHNsI C TIOCETUTEJEeM: OIMO3/AaBIIUM, OXXUAAIIIMM CBOECH odepeau, MpHUIIEAINUM 0e3
MPEABAPUTEIBHOTO COTJIACOBAHMUSL.

CamocrositesibHass padora. [lonroroButs scce Ha oaHy u3 Tem: KoprnopaTuBHble
cTannapthl TenedonHoro obmenus. CekpeTsl yenexa TenedoHHBIX meperoBopos. TemOp ronoca,
WHTOHAIMHU, TUKIKS. TpeboBaHUs K MpaBUIbLHON peun. Bxosmue u ucxosmue 380HKU. Hauano
Y 3aBepllIeHHe TeIe(GOHHOTO pa3roBopa.

Monyas 5. Oxpana Tpyaa

Tema 5.1. OxpaHa Tpy/aa ¥ TeXHHUKA 0€30NMACHOCTH HAa padoueM MecTe. OCHOBBI OXPaHbI
Tpyaa B Poccuiickoit @enepanuu. OCHOBHbIE NOHATUS TPYyAOBOro npasa. OCHOBONOJIArarIMe
MPUHLHUIIBI OXpaHbl Tpyaa. OCHOBBI YIPaBIEHUsS] OXpaHOUW TpyJa B opranuzanuu. OpraHuzaius



paboT 1o oxpaHe Tpy/a U ylpaBJIeHHUIO MPOo(ecCHOHAIBHBIMU PUCKAaMH Ha YpOBHE paboToaaTens.
HNHCcTpyKIus no oxpane Tpyna.

be3onacHocTh Tpyna Ha paboueM MecTe cekpeTaps. DproHOMHUKA U OpraHu3alus Tpyna.
OCHOBBI 2JIEKTPOOE30MACHOCTH.

CamocrositesibHast padora. [loaroToBuTh MakeT MHCTPYKLMM 10 OXpaHE Tpyla s
cexperapsi.

Tema 5.2. TpeOoBaHus OXpaHbI TPYAA B aBapUiHBIX cuTyauusx. [lepeuens cocrosiHuit
IIpY KOTOPBIX OKA3bIBACTCS IEpBas INOMOIIb. AJIFOPUTMBI OKa3aHUSA IEPBOM IOMOIIM IpU
Pa3IMYHBIX NOBPEXKICHUAX U COCTOSIHUAX. AITeUKa IIepBOM NOMOIM B opranu3auuu. Ilopsamok
BbI30Ba cKopoi momomiu. [loxapHas 0e30macHOCTs B opranuszanuu. UHCTpyKIus 1o MoKapHOM
Oe3omacHOCTH B opranuzanun. [lopsgok neicTBrii mpu noxape. DBaKyarus MpH MoKape.

IIpakTHyeckoe 3ansiTHe. [I0ATOTOBUTE anropuTMa JEHCTBUM MPU BKIOYEHUM CHUTHAJA
IT0KapHOW TPEBOTH.

Mopyas 6. IIpaBuiia 3a1uThl KOH(PHIEHIMAILHON CJIyKeOHOH HH(pOpMauu

Tema 6.1. Konpuaenuuanbnasas undopmanms. CyniHOCTb, 3aJa4yl U OCOOCHHOCTH
KoH(puaeHManpHoi uHGopManyu. Bunel xoHdunennuansHolt uHpopmanuu. [lepconanbHbie
nanable. CiayxeOHas TaitHa. [Ipodeccuonanbnas TaitHa. Kommepueckas Ttaitna. OnpeneneHue
cocTaBa  KOH(UIEHIMANbHBIX  JOKYMEHTOB. JlOKyMeHTHpOBaHHE  KOH(HIEHIIHAIBHOMI
uHpopmauuu. Opranuzanuss paboTel € KOHOUIACHIMATBHBIMU  JOKYMEHTaMH. YUeT
KOH(UIEHIINAIBHBIX JOKYMEHTOB.

IIpakTnueckoe 3ansiThe. llpoaHanu3upoBaTh 3aJaHHBIM JOKYMEHT M OIpPENEIHUThH
HaJIMuue U COCTaB KOH(PUIEHIIMAIbHON NH(OPMAIIUU B HEM, K KAKOMY BH1Y KOH(QHIEHINATbHON
nH(OPMAaLIUK OTHOCSITCS] CBE/ICHUSI.

CamocrosiTesibHast padora. CoCTaBUTh COTJIAIICHHE O HEpasTJalleHUU CIy)KeOHOH
nHpopMaIuu.

Tema 6.2. Ilpunuunsl 3amuTbl WHGopMamuu. [IpuHIUNBI 3amUTH WHPOpPMAIUU.
MeTo b1 U cpesicTBa 3aIUTHI HHPOPMAIIUU OT YTepH, Kpasku Uitk opuu. [loTeHmanbHbpie yrpo3sl
HH(pOpPMAITMOHHOM 06€30MTaCHOCTH.

IIpakTnyeckoe 3ansitue. Pa3paboTaTh MakeT TOKYMEHTOB Yrpo3bl MH(YOPMAIIMOHHOM
0€30MacHOCTH.

CamocrosiTesbHast padora. M3ydenne KoMIiekca Mep Mo OXpaHe KOH(UISHIIHATLHON
nHpopMaIuu.



6. DOPMbBI ATTECTAIIUA U OHEHOYHBIE MATEPUAJIBI

OrneHka pe3ynbTaToB OOYyYEHHS OCYIIECTBIISETCS B XOJ€ MPOMEKYTOUYHOW U UTOTOBOM
arTecTanuu (KBanu(UKAIMOHHBINA K3aMEH).

I[IpomexyTounasi arrectanus. [I[pomMexxyrounas aTTecTaius IpoOBOJIUTCS IO OKOHYaAHUHU
W3YYCHUS TCOPETHUYECKOTO OOYYCHHS M MpeacTaBisieT co0oil 3aueT B (opMe TECTUPOBAHHUS.
Bompocsr s 3aueta 3arpykarTcsi B CUCTEMY JUCTAaHIIMOHHOTO 00y4yeHus: B cetu MHTEepHeT no
aapecy: https://vasilieva.gk-kp.ru/. Bcero na 3auer mnpegocraBisgercs 10 Bompocos. Ilo
pe3ysibTaTaM IPOMEKYTOUHOH aTTeCTAllMU BBICTABIIIIOTCS OTMETKU «3a4TCHOY» / «HE 3a4TCHO» U
OTPaXKAIOTCS B BEJJOMOCTHU MMPOMEKYTOUHON aTTECTAIUH.

Kpurepuu onieHku pe3ysbTaToB TECTUPOBAHMUS:

KonnuectBo  OamnoB, HaOpanHbIX | KauecTBeHHas OLICHKa VHVBUTyAIIbHBIX
CIIyLIaTeIEM 00pa30BaTENIbHBIX JOCTUKEHUN

81-100 OLIEHKA «3a4TEHO»

Memnee 80 OIlEHKA «HE 3aYTEHO»

7. BOITPOCBI Ha npoMe:XyTOYHYIO aTTeCTAUMIO (3a4eT):

1. Ha kakde aBe OCHOBHBIE TpPyNNbl MOKHO Ppa3lejJuTh O0A3aHHOCTH
cekperapsi-aAMMHUCTpPaTopa?

a) JTOKYMEHTAI[MOHHOE  OOeCIlieueHue  yIpaBjeHUS ©W  O€3J0KyMEHTHOE
0o0CITy>)KBaHUE

0) TOKYMEHTAIMOHHOE oOecreueHre ynpaBieHUss W 0030PHO-aHATUTHUYECKAs
byHKIIHS

B) 0030pHO-aHATUTHUYECKAs ¥ TIPEICTAaBUTEIbCKAs (QYHKITUS

2. YTo u3 mepeyMCJEHHOT0 He OTHOCHUTCA K (PYHKUMOHAJBHBIM 3aJadyam
ceKpeTapsi-aIMMHHCTPaTOpa?

a) JIe0Bas Mepenucka U COCTaBlIeHUuE JOTOBOPOB

0) OpraHu3anus BbICTABOK M BCTPEY C KIIMEHTaMu

B) IpPOBEJICHNE BHYTPUKOPIOPATUBHBIX TPEHUHIOB U CEMUHAPOB

3. YT0 He BXOAUT B CHHCOK NPOodeccHoHATbLHBIX TPEOOBAHUN K CeKpeTaplo-
aJMUHHCTPATOPY?

a) COBEpUICHHOE BJIaJICHUE COBPEMEHHOM oprrexuukoii, MuHu-ATC, 3nanue 11K

0) OTIBIT COCTaBJICHUS MPECC-PENIN30B U PEKIAMHBIX TEKCTOB

B) BBICOKAsl TPAMOTHOCTb, BBICOKAs CKOPOCTh IMEYaTH

4, Yrto sIBJISIeTCS OCHOBaHHEM nJist nocJjeaymomei nepeaavyu
KOH(UAEHUHNATBHOI0 JOKYMEHTA HA UCIIOJIHEHUE COTPYAHUKY?

a) PE30TIONHS

0) YCTHOE pacropsiKeHue

B) CIEeLHANIbHOTO pacropsbKeHus: He TpedyeTcs

5. Kak Ha3bIBaeTcsi J0KYMEHT, KOTOPOi MOATBEPkKIaeT YCTAHOBJIEHHbIE
(akTbl, COOBITHS UJIM 1eliCTBUS U COCTABJISIETCS] IPH CBHIETEIAX?

a) CIIpaBKa

0) cinykeOHasl 3amucka

B) aKT

6. Yem nuCbMA-0TKA3bI OTJIHYAKOTCS OT IPYrUX Pa3HOBHIHOCTEH mucem?

a) BCET/Ia COCTOSAT KaK MUHUMYM U3 JBYX KOMMYHHUKATHBHO-CMBICIOBBIX YaCTEH

0) He TpeOyeTCsl COCTABIIAThH 3aT0JOBOK K TEKCTY MUChMa

B) OTHAETCA  MPEANOYTEHHE KOHCTPYKIUAM, B  KOTOPBIX 0OOCHOBaHHUE

MPEIIECTBYET 3aKIIOUECHUIO
7. Kakoe n3 npuBeeHHBIX BbIpasKeHUH JIydllle He HCIO0Jb30BaTh?


https://vasilieva.gk-kp.ru/

a) "Bac oxwunaer MiBan liBanoBuu”

0) "CpouHno 3aiiaute k Bany MBanoBuuy"

B) "3alinute, noxanyicra, k MiBany liBanosuuy"

8. Kakas u3 yacreii 0yaeT u3JMIHell MPU cOCTABJIEHUH NpuKka3a?

a) BBOJHAA

0) KOHCTaTUpYoLas

B) pacnopsauTenbHas

9. Kak agMuHHCTpPaTOp MOCTYyNAaeT ¢ KOPpPeCcmoHIeH el I PYKOBOACTBA C
noMeTKoM "Ju4yHo"?

a) BCKPBIBAET U HE PETUCTPUPYET

0) BCKPBIBAET TOJIBKO 10 JOTOBOPEHHOCTH C PYKOBOJIUTEIIEM H PETHCTPUPYET

B) HE BCKPBIBAET U HE PETHCTPUPYET

10. Yro w3 mNepevYHCIEHHOr0 He SIBJAETCH PEIAKTOPOM TEeKCTOBBIX
AOKYMEHTOB?

a) WordPad

0) Notepad

B) PowerPoint

OTBETHI K 3a4eTy:
Howmep Bompoca bykBenHoe 0003HaueHne
IPaBUJIBHOTO OTBETA
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HroroBasi  arrectamusi.  MroroBas  arrectanmsi  NpPOBOAUTCS B Qopme
KBaJTM(PUKAIIMOHHOTO K3aMeHa. K KBamnpuKannoHHOMY SK3aMeHY JIOIYCKalOTCs 00yJaronnecs,
yCIIENTHO  3aBepIIUBIIME  OCBoeHHe  [IporpaMmel. OOyuaromuMess ~ HE0OX0IUMO
MPOJEMOHCTPUPOBATH YMEHHE IPABUIILHO M KPATKO U3J1araTh OCHOBHOW MaTepHall, BhIACIISS IPH
3TOM OCHOBHBIC MOJIOKCHHSI.

KBainpukannoHHbIii 7K3aMeH COCTOUT U3 KBATM(PHUKAIIMOHHOHN pabOTHI M SK3aMeHa.

Kpanudukanmonnas padota. [Ipu Hanvcanuu KBatupUKAIMOHHONW PaboThl HEOOX0UMO
YeTKO W KPaTKO W3JI0OKUTh MaTepHaj, BBICIUTh OCHOBHBIC IOHSITHS BOIPOCA, CHAEIaTh
HE00XO0IMMBbIC BBIBOIBI — pe3toMe. [Ipu BBITIOJTHEHUH TOTO 3a/IaHUs HE JOIYCKAIOTCS OOIIUPHBIC
BBITIUCKU M3 YUeOHHKOB, CIELUAIBHON JIMTEPATyphl U APYrUX UCTOYHUKOB. OTBET HA BOMIPOC
JOJIKEH OBITh M3JI0KEH I'PAMOTHBIM JIMTEPATYPHBIM SI3BIKOM M CBHJIETEIBCTBOBATH O TIyOHHE
MpopabOTKU TEOPETUUECKOTO MaTepuana.

[IpumepHbIil mepedeHb TeM KBaau(hUKaIMOHHBIX PadOoT:
Ponp cekperaps B opranuzaiiuu J0KyMEHTO000pOTa MPEANPHUSATHUSI.
HcTopus pa3BUTHS CEKPETAPCKUX CITYXKO.
Ponp 1 00s13aHHOCTH cekpeTaps.
Ponp cekperaps B opranuzaiuu J0KyMEHTO000pOTa.
[IpodeccronanbHbIe U TMYHOCTHBIE KA4eCTBA CEKPEeTapsl.
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https://studbooks.net/1473749/dokumentovedenie/istoriya_razvitiya_sekretarskih_sluzhb#47
https://studbooks.net/1473751/dokumentovedenie/rol_obyazannosti_sekretarya#71
https://studbooks.net/1473751/dokumentovedenie/rol_obyazannosti_sekretarya#93
https://studbooks.net/1473753/dokumentovedenie/professionalnye_lichnostnye_kachestva_sekretarya#85

TpeGoBanus k odopmileHHI0 KBaTH(PUKAITMOHHONW paboThl. KBanudukannonnas padora
JOJKHA UMETh TUTYJBHBIN JIMCT, MOSICHUTENBHYIO 3aIHCKY, CIIHCOK MCIOJb3yeMOM JIUTepaTyphl
Y YUCTBIN JIUCT JUIs1 HAITUCAHUS PELICH3UH.

Kammdukanmonnass paborta BbeITIONHsETCS Ha Jucrax (opmara A-4 (210x297mMMm) u
OpowItopyercsi MoA THTYJABHBIM JUCTOM. TeKCcT KBanu(UKAIMOHHOW pabOTHl JOJDKEH OBITh
HaInucaH rpaMoOTHO, 0€3 UCIIPaBICHUN U MPOU3BOJILHBIX COKpAIlEHUH 1 HaOpaH Ha KOMIBbIOTEpE
mpuptom Times New Roman — 14 uyepe3 1 umHTepBa)N C 00s3aTEIBHBIM COONIOJICHHEM
CTaHJAPTHBIX MOJICH:

Jleoe mouie nucra —20 MM

[IpaBoe nosie nmucta — 10 Mmm

Bepxuee nose nucta — 20 mm

Hwxnee none nucra — 20 mm

O6beM kBanM(UKAIIMOHHOM pabOThl HE T0JDKEH npeBblmath 10 cTpaHui.

B cnyuasx, xorga TpeOyercss TOYHOCTh TEOPETHUYECKUX (OPMYIUPOBOK, MPUBOAITCA
mutatbl. CchlIKa Ha IWTATy JOOJDKHA OBITH C/elaHa B KOHIE LUTATHl C yKa3aHHUEM HOMepa
MEPBOMCTOYHUKA U3 CIIMCKA JIUTEPATYPHI M CTPAHUIIBI, C KOTOPOH cleNlaHa uTara.

Crpanunpl, TabIUIBI U JPYrol WIUTIOCTPATUBHBIA MaTepuall JIOJHKHBI UMETh CKBO3HYIO
HyMEepaIuio OT HayaJla TeKCTa.

BrinosHeHHYI0 U OOPMIIEHHYIO B COOTBETCTBHU C TPEOOBAHMSIMU KBAIM(DUKAIIMOHHYIO
paboTy oOyuaromuiicst JOJMKEH HAampaBUTh AJIs MPOBEPKH B cBoeM JnyHOM Kabunere B CJO.
Bpemsi mpoBepku pabotel — 1 pabGoumii aus. [lpu monydyeHUM NOJOKUTENBHON peleH3Uun
00yJaromuiics TOMycKaeTcsi K NTOTOBOMY TECTHPOBAHHIO.

Ecnu penensus mnpemgycMarpuBaeT A0pabOTKy KBadu(UKAIMOHHOW padOThl, TO B
COOTBETCTBHMM C 3aMEUaHUsSMH pEIeH3eHTa oOydJaromuiics ee aopadaTteiBaeT. JlopaOboTku
0hOPMIIAIOTCS. B KOHIIE KBIM(PUKAIMOHHOW paboThl. Ecim ke perneH3us mpemycMaTpHBaeT
nepepaboTKy KBanu(UKAIMOHHOW pabOThl, TO HOBBIM BapHWaHT HAMPABJISETCS HAa TMPOBEPKY
BMECTE C MepBOHAYAIBHBIM. be3 kBamuduKarmoHHOW paboThl 00y4YaIONUKCS HE JOMYCKAeTCs K
JK3aMEHY.

Kputepuu o1ieHKu KBaau(pUKaMOHHON pabOThI:

«O1auyHo» - paboTa XapaKTepU3yeTcs CMBICIOBOM LEIbHOCTHIO, CBSI3HOCTHIO H
MOCJIEIOBATEIbHOCTBIO  U3JI0OXKEeHUs  mpobsieMbl.  OOydaromuics  yMeeT  BbIpakaTh
apryMEHTUPOBAaHHOE MHEHHE 10 chopMylIupoBaHHOW mpobiieMe, TOYHO OIpeaesss ee
coziepkanue u cocrapistoniue. Kpanudukannonnast padota He COIEPKUT PaKTHUECKUX OMIHOOK,
CBSI3aHHBIX C MOHMMaHHeM IpoOieMbl. KBamudukanuonnas pabora cHaOXeHa HEOOXOAUMBIM
OoubamorpaduUecKuM anmapaTom.

«Xopomo» - KpanudukanronHnas pabota XapakTepu3yeTCsl CMBICIOBOHN LEIbHOCTHIO,
CBS3HOCTBIO W TIOCJTIEIOBATEIBHOCTHIO HU3JIOKEHHS; JOMylieHo He Oonee 1 ommbku mpu
O0OBSICHEHUU CMBICIA WU COAEepKaHUs Mpobnembl. [ljis apryMeHTaluu MPUBOISTCS CCHUIKU Ha
MEPBOMCTOYHUKH M HcchenoBanus. [IpoaeMOHCTpUpOBaHbl HCCIEIOBATENbCKUE YMEHHS U
HaBbIkU. DakTHUECKUX OMIMOOK, CBA3aHHBIX C MOHUMAHUEM MpoOsaeMbl, HeT. JlomyilieHbl oHa-
JIBE OIIMOKHU B 0(pOpMIICHUU PAOOTHI.

«Y10BJIETBOPUTENbHO» - OOy4aromuiicss TPOBOJUT JIOCTATOYHO CaMOCTOSTEJIbHBIN
aHanM3 M30paHHOM U1 paccMoTpeHus mpooiemsl. [IpuBiedeHbl OCHOBHbBIE HCTOYHUKU II0
paccMaTpuBaemMoii Teme. JlonmyiieHo He 6osee 2 OmMO0K B CMBICIIE WIIH COJIEPKaHUH MTPOOIEMBI,
odopmiIeHNN KBaTU(PUKALMOHHOW PabOTHI.

«HeynoBaersoputenabHo» - Kpamudukannonnas pabGota mnpezactaBiser coOoi
NepecKa3aHHbId WM MOJIHOCTHIO MEPENUCAHHBIA TEKCT KaKUX-TO MCTOYHUKOB, YUEOHMKOB WIIH
uccieioBaHuil 0e3 KoOMMeHTapueB, aHanu3a. He packpbiTa CTPYKTypa MU TEOpPETHUYECKHE
cocTaBisonMe TeMbl. JlomymeHo Tpu win Oojiee TpeX OMMOOK B CMBICIOBOM COJEp)KaHUHU
packpbiBaeMoi po6IieMsbl, B 0(hOpMIIEHUH KBAUTU(PHUKAIIMOHHON pabOTHI.

OK3aMeH. DK3aMeH MPOXOJUT MpH TMOMOLIM 3MeKTpoHHoro TtectupoBanus B CJ1O.
PesynpraThl WTOrOBOM arTectanuu O(GOPMIISIIOTCS TMPOTOKOJOM. Pe3ynmbTaThl SK3aMeHa




OLICHUBAIOTCSI 10 YEThIPEX OAIbHON cUCTEME (KOTIIMYHO», «XOPOLIO», «yI0BJIETBOPUTEIBHOY,
«HEYIOBJIETBOPUTENIbHO») coryacHO IlojokeHuto o TeKylleM KOHTpOJE YCIEBAaeMOCTH,
IIPOMEXKYTOUHOH ¥ uToroBoi arrecramuu AHO JITIO «AMTUCUTH». JIumam, ycremHo
C/IaBILIKMM PK3aMEH, BBIJJAETCS CBUJIETENIBCTBO O JOJKHOCTHU CIIY’Kallero, ycranosiaeHHoro B AHO
JIITO « AUTUCUTH» obpasiia.

WuauBuayanbHBIA  y4eT pe3yJbTaToB OCBOCHHS OOYYaIOUIMMHCS 00pa3oBaTEIbHBIX
porpamm, a TakKe XpaHeHHe B apXuBax MH(OpMaIu 00 3THX pe3yibTaTax OCYIIECTBIISIOTCS
AHO 10 «AUTUCHUTH» Ha GyMaxHbIX ¥ (MIIH) YTEKTPOHHBIX HOCHTEISX.

Kpurepun oneHkn pe3ysbTaToB TECTUPOBAHHUS IIPU DK3AMEHE:!

KonmaectBo  OayimoB, HaOpanHbIX | KadecTBeHHas OIICHKA WHIMBUTyaJIbHBIX
ClIyIaTenem 00pa30BaTEIIbHBIX JOCTHKCHHMA

81-100 OTICHKA «OTIIUIHO

71-80 OIIEHKA «XOPOIIIOY

51-70 OLICHKA «YJIOBJIETBOPHUTEIBHOY

Menee 50 OIIEHKA «HEYIOBIECTBOPUTEIHHOY

8. BOITPOCHI K KBAJIM®GUKAIIMOHHOMY 2DK3AMEHY

1. BoiOepuTe npaBu/bHOE YyTBEpKIeHHE:

a) BCE MOCTYIMAOMINE B OPraHU3alHI0 JOKYMEHThl PETUCTPUPYIOTCA CEKpEeTapeM -
aIMUHHUCTPATOPOM

0) MOCTYAMBIINE B OPraHU3aLMI0 JOKYMEHTHI PETUCTPUPYIOTCS CEKpPETapeM-
aMUHUCTPATOPOM BBIOOPOYHO, B COOTBETCTBUH C YTBEPIKACHHBIM [IEPEYHEM JOKYMEHTOB

B) U3 BCEX [MOCTYAMBLUIMX B OpPraHM3alUil0 JOKYMEHTOB aJMHUHHUCTPATOP
PErucTpupyer TOJIbKO T€, KOTOPBIE NTEpEAAat0TCsl HA PACCMOTPEHUE PYKOBOJUTEIIO

2. PacnopsikeHusi, M31aBaeMble PyYKOBOJACTBOM OPraHM3alUM, CYNTAIOTCH:

a) MPaBOBBIMH aKTaMH
0) pactopsIUTEIbHBIMHA TOKYMEHTaAMHU
B) JIPYroil BapuaHT

3. Kakoii u3 [0KYMEHTOB perjaMeHTHpPYeT [1eATeJbHOCTh KOHKPETHOI0
JOJ’KHOCTHOI'O Jinna?

a) pUKa3
0) [I0JIOKEHUE 00 oTAele
B) JOJKHOCTHASI HHCTPYKIUS

4. Kakoii CpoK HCIOJHEHUN YCTAHOBJIEH JIJIsl MHUCEM OT OpPraHu3amuii?

a) CEMb JTHEN
0) TPHU THEH
B) TpUALIATH THEH

5. B kakom nopsijike, COrJIacHO MPaBHJIAM JIOKYMEHT0000POTA, 10/IKHA CTPOUTHCH
padoTa ¢ MOCTYNAKINMMHU B KOMIAHUIO JOKYMEHTAMHU?

a) npueM - IepBOHauajgbHas 00paboTKa - NpeIBApUTEIBHOE PACCMOTpPEHUE -
paccMOTPEHHUE PYKOBOJIUTEIEM - UCIIOJIHEHUE YIIPABJIEHUE B JIEJI0

0) npueM - TIepBOHayanbHas oO0paboTKa - perucrpanus - paccMOTpPEHUE
PYKOBOJIUTENIEM- UCIIOJHEHHUE - HAIIPaBJIEHUE B JEII0

B) opopMieHHE AOKYMEHTa - MOJMUCAaHUE - PETrucTpalus - COrjJacoBaHUE -

YTBCPIKACHUC - OTIIpaBKa



6. Kak Ha3pIBaeTcsl JJOKYMEHT, (PUKCHPYIOIIUI X0J OOCY:KIeHUS U TPUHATHUSA
pelleHusl HA 3aceJaHNHU B KOMIaHum?

a)ITPOTOKOJI

0) pemieHue

B) pacropsbKeHue

7. Hy:KHO Ji1 perucTpupoBaTh NUChbMa-HANIOMUHAHMS ?
a)HeT

0)na

B)II0 YCMOTPEHHIO CEKpeTaps-aAMUHUCTPATOPA

8. Eciu mocieaHuii JeHb CPOKAa WCHOJHEHHS [OKYMEHTa TPUXOAUTCH HA
Hepa0douMii IeHb, KOI1a He00X0AUMO UCTIOJHUTH JTOKYMEHT?

a)He MO3/HEee IHS, CIEIYIONIETO 33 BBIXOIHBIM

0) He mo3/IHEe JIHSI, MPEALIECTBYIOIIETO BBIXOJHOMY

9. Ecam Ui mepefayd JOKYMEHTa HCHOJb3yeTcsl (pakCHMWIbHAS CBA3b, KaKOii
00beM IOKyMEeHTa CYHUTAeTCs NMpefiebHO J0IyCTUMBbIM?

a)Tpu JucTa

b) nate nucros

B)10 nucroB

10. B nucbMeHHOM oOpaleHnu cjaoBa "'rocnoaun" u "'rocnoxka':
a)TTUITYTCS TTOJTHOCTHIO

0) MUIITYTCS TIOJIHOCTHIO TIPU OOpaIIeHUH K BHICOKOIIOCTABICHHBIM JTHIIaM
B)BCET/Ia COKPAIIAIOTCS.

11. Kakyo ¢popMyaMpoBKY J0JI2KeH HMeTh 3aroJI0OBOK K TEKCTY MPOTOK0Jaa?
a)B MPEIIOKHOM MAJEHKE

0)B J1aTeILHOM IAJICHKE

B)B POJUTEIILHOM MaJIeKe

12.Cxo0JbK0 aipecaToB MOKET ObITH HA OJJTHOM JOKYMeHTe?
a)He OoJjee Tpex

0)He OoJsiee yeThIpex

B)He 0oJjiee 0JTHOTO

13. Uto nonumaercsi moj TepMuHoOM "kKBopym" ?

a)MHUHUMAJIbHO HEOOXOJAMMOE M JOCTATOYHOE KOJIHMYECTBO WICHOB KOJUICTHAIBHOTO
opraHa JJis Hayana paboTbl cOOpaHus

0)1/3 4JIeHOB KOJUIETHAILHOTO OpraHa

B) 1 2 4JeHOB KOJJIErHaIbHOTO OpraHa

14. Kakoii TepMHH, KaK TpPaBHJIO0, MWCHOJb3yeTcss B padoTre ¢ [JOKYMEHTaMH,
COJEepPKAIMMMHI KOMMEPUYECKYI0 TaiiHy, KOHQUIeHIHAJIbHbIE CBeeHusI?

a)yder

0)perucrtpanus

B) Ipyroi

15. Bamr pykoBoauTe/b BO3BpPallaeTcsl M3 HeAedbHOH KOMaHAUPOBKHU. YTo cTOMT
C/1eJ1aTh K ero Npuxoay, 4ro0bl NOMo4b ObICTpee BKIKNYHUTHCA B padoty?
a)MOJArOTOBUTH KPAaTKUM OTUYET O TOM, YTO MPOU30LLIO 38 HEJEIIO €r0 OTCYTCTBUS



0)nocrapatbcs Ha3HAYUTH Ha MEPBBIN paboUMil 1eHb MAKCUMYM BCTpEU
B)BBIJICJIUTH BPEMSI HA COBMECTHBIN IPOCMOTP BHEIIHENH KOPPECIOHAEHIIUN

16.Kakoii 6;1aHK ucnosab3yercsi npu 0GpopMIIeHUH NPOTOKOJIA?
a)0JaHK OpraHU3aluu

0)0saHK HE MCTIOIB3YEeTCS

B)0JIaHK CTPOTO¥ OTYETHOCTH

17. Yto HCIMOJIB3YETCHA IPU U3AHUU COBMECTHBIX npmca30|3?

a) 0JIaHKU MPUKA30B
0) CTaHJApTHBIE JIUCTHI Oymaru ¢popmara A4
B) obmue 61aHKu
Howmep Bompoca bykBeHHOE 0003HaueHne
PaBUIILHOTO OTBETA
1. 0
2. 0
3. B
4, B
5. 0
6. a
7. 0
8. 0
9. B
10. B
11. 0
12. a
13. a
14. a
15. a
16. 0
17. 0

9. YCJIOBUSA PEAJIM3ALINU ITPOT'PAMMBI

9.1. TpeboBaHNsi K MUHMMAJIbHOMY MAaTEPHAJIBLHO-TEXHUYECKOMY 00ecreyeHU o

Hcnonb3oBaHue NEKIMOHHBIX ayJUTOPUI HE MPEIyCMOTPEHO B CBA3H C pealu3anuein
MporpaMM C TPUMEHEHHUEM HCKIIOUUTENbHO DSJIEKTPOHHOTO OO0Y4YeHHs, JUCTAHIIMOHHBIX
00pa3oBaTeIIbHBIX TEXHOJIOTHH.

Pabouee Mmecto mnpenomaBarenst B AHO JIITO «AUTUCUTH» OCHAIEHO: CTOJIOM JUIS
MpernoaBaTelis, CTYJI0M, MEepCOHAIBHBIM KOMIbIOTepoM Lenovo c¢ BeixogoM B HHtepHer,
KoMmnbroTepHast Mbib 4 TECH.

TexcToBBIE JEKIIUHU B 2IEKTPOHHOM dopMmaTe, POHABI OIICHOYHBIX CPEACTB (3aaHus) A
MPOBEACHUS MPOMEKYTOYHOU M UTOTOBOM aTTECTALlMU Pa3MEIIAIOTCS B CHCTEME JUCTAaHIIMOHHOTO
oOyuenus B cetn lHTepHer no azapecy: https://vasilieva.gk-kp.ru/.

9.2. O6mme TpedGoBaHNs K OPraHu3anuu 00pa3oBaTeIbHOIO NMpouecca

Peanuzanms nporpamMmsbl  IOJDKHA o0ecreunBaThCs NneaarorutueCKuMu  KaJapamu,
HMCIOIIMMU CPECOHEC HpO(I)CCCI/IOHaHBHOe NN BBICHICC O6p330BaHI/IC, COOTBCTCTBYIOLIICC
HpO(bI/IJHO npenonaBaeMoﬁ JAHUCIUITIINHBI (MOJIYHH), a TaKXXC NpomecAmunMH JOIMOJTHHUTCIBHOC


https://vasilieva.gk-kp.ru/

npodeccrnoHabHOE 00pa30BaHUE B OOJACTH TEXHOJOTHH TUCTAHIIMOHHOTO OOyueHUsS u (WIiH)
MH(OPMAMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

OOyueHnue 1Mo mporpaMMe OCYIIECTBIISICTCS Ha IUIaT(HOpMe CHUCTEMBI TUCTAHIIHOHHOTO
obyuennss AHO JIIO0 «AUTHUCUTH» (nanee - CJHO). Jocryn B CJIO obecreunBaercs
HETPEPHIBHO (B KPYIVIOCYTOYHOM PEKUME CEMb JIHEH B HE/IEII0) U3 JIF0OOU TOUKU MOAKIIOYCHUS
k cetn Wurtepner. Jloctyn ko Bcem cepBucam CJIO mepcoHanm3upoBaHHBIN (MO y4eTHOU
3anuchio). OpraHu3alMOHHO-TEXHUYECKOE COMPOBOXKICHHE BKIIOYAET B ce€0s perucTpaluio,
yllajeHne, BOCCTAHOBIICHHUE JIOTHHA M NTAPOJIS OJIB30BaTENIeH, peIaKTUPOBAHUE YIETHOH 3aIiCH.
Oprann3alluOHHO-TEXHUYECKOE COMPOBOXACHHE ocymiecTBiasier wmetoauct AHO IO
«AUTUCUTW».

VYyebHo-mMeroanueckue Marepuaisl pazmerieHsl B C/1O u BKIIIOYAIOT B ce0si: PyKOBOJICTBO
nosnb3oBarens npu pabore B CJO, nureparypy Uil CaMOCTOATEIBHONM NPOPabOTKH TeM
MIpOrpaMMbl, HOPMATUBHBIC TPABOBHIE aKTHI, MIEPEYCHb MHTEPHET-PECYPCOB, 00pa30BaTEIHHBIX
pecypcoB. IlpenmeTHas cTpaHWIla Kypca BKJIIOYAeT JIGKIMH, TECTHI, 3aJaHusl JUIs
WH/IMBHIYAIBHOTO  BBIMOJIHEHUS, WH(POPMAIMOHHO-METOIMYECKHE pecypcsl B Qopme
«CTPaHUIIB», «KHUTH», Pa3MEMICHHBIX (aiJIoOB M CCBUIOK Ha HWHTEPHET-Pecypchl. TeMbl
MIpOrpaMMbl 0(popMIIEHBI B BUJIE TEMATUYECKUX OJIOKOB.

B mponecce peanuzanuu mporpaMmbl HCIOJIB3YIOTCS CpeAcTBa HMH(GOPMALMOHHBIX M
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHI: 3JIEKTPOHHAS MOYTa, TuTaTopma JUIs TPOBEACHUST BEOMHAPOB
B CJ10.

Bunet u popmbl yueOHOM pabOThI ¢ HCIIOJIB30BAHUEM DJIEKTPOHHOTO OOyUYEeHHUS:

- caMocCTOsITeNTbHass paboTa, BKIIOYAOMIas padoOTy C COIACPKHMBIM Kypca OOydeHHS,
BBITIOJTHEHHUE 3aJITaHHUH 11 OTPAOOTKH NMPAKTUIECKAX HABBIKOB,

- JIGKITUs1, BeOnHap,

- KOHCYNbTAlUsl MHAUBHUIYaJIbHAS WIH TPYIIOBAs;

- KOHTPOJIb 3HAHUH (TECTUPOBAHUE).

[IpenocTaBnenue pe3ynbTaToB CAMOCTOSITENLHOM PabOTHI (MHAMBUAYAIbHOE U IPYIIIOBOE
KOHCYJIbTHPOBAHHUE, pPAa3JIM4HbIC BHJBI aTTECTallMid) ocymecTBIAOTcs mocpeactBom CJIO.
['pynnoBble ¥ UHAUBUIYAIbHbIE KOHCYJIBTAIMU MPOXOJAT MPU HEMOCPEACTBEHHOM OOIEHUU
MpernojaBaTesis U chymareis B XoAe oOydeHUus, OpraHu3yTCs B JUCTAaHIIMOHHOM pPEXHUME.
NudopmupoBanue ciymareneil o pesyabTaTax MNPOMEXKYTOYHOW U HUTOrOBOM aTTeCTalluu
ocymectBisiercs yepe3 CJ1O.

9.3. YueOHO-MeTOANYECKOE OD0ecnieueHre U HH(POPMAIMOHHOE o0ecnedyeHne MPOrpaMmMbl
HopmaTuBHO-IPaBOBbIE JOKYMEHTbDI

1. ®denepanpHbiii 3ak0H OT 29 nekabps 2012 r. N 273-03 "O6 oOpa3oBaHuu B
Poccuiickoit ®enepauun" (¢ usmenenussmu Ha 11 wurons 2022 ropa). DneKkTpoHHBIN (oHA
MPaBOBBIX ¥ HOPMATHBHO-TEXHUUYECKUX JOKyMeHTOB https://docs.cntd.ru/document/902389617

2. IIpuka3 MunucrepctBo npocseuienus Poccuiickoit ®enepauuu ot 26 aBrycra
2020 rona N 438 «O6 yrBepxxaennu [lopsaka opranuzaiuy 1 oCcyliecTBICHUS 00pa30BaTeIbHON
NeATeIbHOCTH TI0 OCHOBHBIM MporpaMMaM Mpo¢eccuOHaIbHOro 00yueHHs» (3aperucTpupoOBaHO
B Muntocre Poccun 11 centsa6ps 2020 roaa, peructpanuonnslii Ne 59784). DnekTpoHHbIN GOHT
NPaBOBBIX M HOPMATUBHO-TEXHUYECKHUX JoKyMeHToB https://docs.cntd.ru/document/565697399

3. ITpuka3 MunuctepctBa oOpazoBanust 1 Hayku PD ot 23 aBrycra 2017 r. N 816 "O6
yrBepkaeHun [lopsiaka MpUMEHEHUs OpraHM3alUsIMH, OCYILECTBIISIOUIUMH 00pa3oBaTeIbHYIO
JEeATeNbHOCTb, HJIEKTPOHHOTO OOYYeHHs, MUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTUN NpHU
peanu3aiuu o0pazoBaTeIbHBIX IporpaMM” (3apeructpupoBano B Muntocte PO ot 18 ceHTs0ps
2017 ropa, peructpauuoHHblid Ne 48226). DnekTpoHHbIH ()OHJ HPaBOBBIX M HOPMATHBHO-
TEXHUYECKUX JOKyMeHTOB https://docs.cntd.ru/document/436767209

4. IIpuka3z MunucrepcrBa npocsenieHus Poccuiickoit @enepaunu ot 25 anpens 2019



Ne208 «O Buecennu mamenenuit B [lepedenp npodeccuii paboumnx, JOHKHOCTEH CIyKalIUX, MO
KOTOPBIM  OCYIIECTBIISIETCS ~ MpoQecCHOHANbHOE  00ydeHHe, YTBEPKACHHBIA  MPUKA30M
MunucrepcTBa obpasoBanust U Hayku Poccmiickoit @eneparun ot 2 umiong 2013 r. N 513»
(3apeructpupoBano B Muntocte P® ot 24 wutonsa 2019 roma, perucrpauuonusiii No 55009)

ONEeKTPOHHBIN boug [IPaBOBBIX 51 HOPMaTUBHO-TEXHUYECKUX JOKYMEHTOB
https://docs.cntd.ru/document/554691473
o. Oo6mepoccuiickuii Kmaccudukarop npodeccuii pabounx, JOHKHOCTEH CITyKaIIHX

u TapudHbIx paspsaaoB OK 016-94 (OKIIATP) npunst nocranosiienuem ['occrangapra P® ot 26
nexabpst 1994 r. Ne 367 (c U3MEHEHHMSIMUA U JTOTIOTHEHUSIMH). DJIEKTPOHHBINA (OH MPABOBBIX H
HOPMAaTHBHO-TEXHUYECKUX TOKyMEeHTOB https://docs.cntd.ru/document/9029638

6. [Ipodeccronanbupiii  cranmapt "CroenuanwcT IO OPTraHW3AIMOHHOMY |
JOKYMEHTAIMOHHOMY OOECIIEYCHUIO YIPABICHHs OpraHu3anuei”, yrBepkaeHHoro I[Ipukazom
MUHHCTEPCTBA TpyAa U couuanbHoi 3ammrel P® ot 15 wumrona 2020r. Ne333m,
3apeructpupoBaHHoro B Muniocte P® 15 wmrona 2020 r., peructpaunoHHsiii Ne 58957.
DNEeKTPOHHBIN boHg MPaBOBBIX " HOPMAaTHUBHO-TEXHUYECKUAX JOKYMEHTOB

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

OCHOBHbIE HCTOYHUKH:

1. AxmertoBa A.B. lHpopmaIiMOHHbIE TEXHOJIOTHH B TIOKYMEHTAJIbHOM 00€CIIeYeHUN
yIpaBleHUs U apXUBHOM jene: yueoHoe nocodue / A.B. AxmeroBa. — KoMmcomonbck-Ha-Amype:
®I'BOY BIIO «KHAI'TY», 2014 — 143 c. — ISBN 978-5-7765-1068-7

2. bapanoa E.K., badam A.B. Hudopmanuonnas 0e30macHOCTh W 3alllWTa
unpopmanuu: yuebd. nocodue / E.K. bapanosa, A.B. babau. — 4-e u3a., nepepad. u gon. — M.:
PUOP: UH®PA-M, 2018. — 336 c. — ISBN 978-5-369-01761-6

3. bacakoB M.U. [lokymeHTanMoHHOE OOECIeUYeHHe YIpaBieHUus (C OCHOBaMH
apxuBOBeieHHs): yueOHoe nmocooue / M.U. bacakoB. — 2-e u3x., ctep. — M.: KHOPYC, 2016.
— 216 c. — (HavanbHoe u cpennee npodeccuonanbHoe oopazoBanue). ISBN 978-5-406-04536-
-

4, Boctpernoa E.B. OcHOBBI MHpOpMaIMOHHON 0O€30MacHOCTU: ydeOHOe mocobdue
st ctyaeHToB By30B / E.B. BoctpenoBa.— ExarepunOypr : M3a-Bo Ypain. ya-ta, 2019.— 204 c.
ISBN 978-5-7996-2677-8

5. Hepesiukun E.B. JlenoBoe oOmienue: yuedHoe nocobue. ExatepunOypr: M3a-Bo
VYpan. yu-ta, 2015. — 48 c. — ISBN 978-5-7996-1454-6

6. H3snommuckuit 1. M., [Tuneryn M. A. JlenoBble KOMMyHUKaluu. Teopus u
npakTuka: ydeOHuK s OakanaBpoB / WM. M. JI3snmommuckuii, M. A. Ilwieryn. — M.:

WznatensctBo FOpaiit, 2017. — 433 ¢. — Cepus: bakanaBp. Yruyonennsiit kypc. ISBN 978-5-
9916-3044-3

7. 3aiiueBa E. B., T'onuapoBa H.B. JlenompousBoACTBO U JOKYMEHTOOOOPOT B
CHCTEME rOCyJapCTBEHHOI'0 U MyHULIMIIAIILHOTO YIIpaBlIeHHs: ydeOHO-MeToIuueckoe nocooue /
ExarepunOypr: U3a-Bo Ypansckoro ynusepcutera, 2017. — 175 c. — ISBN 978-5-7996-2233-6

8. Kankan M.B. [lenoBoii sTuker: yuebHoe nocodue / Kankan M.B., Jluxauesa JI.C.
— ExarepunOypr: U3narensctBo Ypanibckoro yHusepcurera, 2017. — 168 ¢. — ISBN 978-5-
7996-2076-9.

9. [IpucraBuenko O.B., Oramo A.M. HWHdopmanMoHHbIE TEXHOJOTHH B
JOKYMEHTAaIlMOHHOM OOECIeYeHU! YNPaBJICHUsS B apXUBHOM Jefe: Y4eOHO-METOUYecKoe
nocoobue / cocrapurenu: O.B. IlpucrtaBuenko, A.M. OramoB. Hwxuuit Hosropon:
Hwmxeroponckuit rocynusepcurer, 2017.

10. Pamennuk, /I. M. Ilcuxonorusi 1einoBoro oOmeHUsS: YIeOHUK U TMPAKTUKYM st
CIIO M.: UznarensctBo FOpaiit, 2018. — 207 c¢. — ISBN: 978-5-9916-7315-0
11. Cwmupnosa E.I1. [lenonpou3BoacTBo aist cekperaps. Pa3paboTka, yuer u XpaHeHue

ClIy’keOHOH ToKkyMeHTanuu: npaktuueckoe nocobue / CmupHoBa E.II. — Caparos: Aii [1u Op
Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2.



12.  Illysanosa H.H., iBanoBa A.FO. OCHOBHI JemOMPON3BOACTBA. SI3BIK CITy:KEOHOTO
JOKYMEHTA: YUeOHMK U MPaKTHKYM JUIs akageMudeckoro Oakanaspuara / H. H. lllysanosa, A. 1O.
WBanosa; nmox obmr. pen. H. H. [llyBamoBoii. — 2-e uz., nepepad. u gon. — M.: M3gareascTBo
HOpaiit, 2019. — 428 c. — (Cepusi: bakanaBp. Akanemudeckuii kypc). ISBN 978-5-534-10848-4

JlonoIHUTEIbHASI JINTEpPATypa:

1. bopoznuna I'.B., KopmuoBa H.A. Ilcuxonoruss m 3TuUKa JA€IOBOrO OOIIEHUS:
Y4eOHUK U TPAKTHKYM JUTSI akaieMudeckoro 6akanaspuara. JIlrooepisr: FOpaiit, 2016. 463 c.
2. Bennenesa M.A., BeprakoBa I0.B. HWMuadpopMannoHHble TEXHOJOTHH B

ynpaBieHuH.: YueOHoe nocobue asa 6akanaBpos. JIrobepubr: FOpaiit, 2016. 462 c.
3. Kpusoxopa E.W. [/lenoBsie kommyHHKanuu: Yuebnoe nmocodue. M.: HUL[ Uudpa-
M, 2013. 190 c.

4, KysnemmoB WM. H. J[lokymentanmonHoe oOecrieueHne  ympaBieHUS H
nenonpou3BocTBO. M.: FOpaiit, 2014. 576 c.

o. JloueBa M. B., l'ankuna E. H., I'yposa E. B. /lenonpou3BoacTBo B KagpOBOH
ciyx0e. M.: [Ipocnext, 2019. 80 c.

6. JIertkuna O. U., Cenesnea JI.B. Kynbrypa peun u genooe obuieHue. COOpHUK
ynpaxHeHuil. Yuebnoe. M.: PI'CVY, 2013. 168 c.

1. CeupugoBa M.IO. Hudopmainmonnsie TexHosnoruun B oduce: Ilpaktuueckue
ynpaxHeHus. M.: Academia, 2016. 800 c.

8. CounoBbeB, J. 5. CoBpemeHHbIN 3TUKET. J[eT0BOM U MEXAYHAPOIHBIM MPOTOKOJL.
M.: Ocp-89, 2013. 320 c.

9. Tumodees M. . JlenoBrle koMMyHUKanuu. YuebHoe mnocobue. M.: PUOP,

Wudpa-M, 2016. 128 c.
10.  Tpodumona O. B., Kymuuk E.B. OcHoBwl nenoBoro nucema. M.: @naunTa, Hayka,

2014. 306 c.
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