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1. HosicHUTeIbHAA 3aIIMCKA
K OCHOBHOM IporpamMme npogpecCHOHaIbLHOr0 00y4eHus1 —
nporpamme npogeccuoHaIbHON MOATOTOBKH 110 Npo(deccusiMm padoumnx, J0JKHOCTAM
cayxkamux «Cekperapb-aIMHHHCTPATOP»

OcHoBHast  mporpamma  TpoQecCHOHAILHOIO  OOyYeHHs —  IMporpaMmma
npodecCuoHaNbHON MOATOTOBKM MO MpodeccusiM padoumX, TOJDKHOCTSIM CIyKaIlUuX
«CekpeTapb-aIMUHUCTpATOp» (Jajnee - mporpamma) pa3paboTaHa B COOTBETCTBHM C
®enepanbHbiM 3akOHOM OT 29.12.2012 Ne 273-®3 «OO0 ob6pazoBanuu B Poccuiickoi
Oenepauuny», npukazoM MunucrepctBa npocsemieHus PO ot 26.08.2020 Ne 438 «O6
yTBepkaeHuun [lopsinka opranuzaluu U OCYIIECTBICHUSI 00pa30BaTeIbHON AEATENbHOCTU
10 OCHOBHBIM INporpamMmaM Mpo(ecCHOHaTBLHOr0 O0y4YeHUs» U NpHKa3oM MuUHUCTEpCTBa
npocsemienus: Poccuiickoit @enepanuu ot 14.07.2023Ne 534 «O06 yrBepxkaenuu llepeuns
npodeccuii  pabouux, JIOJDKHOCTEH  CilyXalluX, MO KOTOPBIM  OCYIIECTBIISIETCS
npodeccruoHaabHOe 00yUeHUE».

PaGouas mnporpamma pa3paboTaHa Ha OCHOBE MpPO(ECCHOHANBLHOTO CTaHAapTa
«CrenuanycT o OpraHu3alMOHHOMY U JIOKYMEHTAallMOHHOMY 00€CTI€UeHUI0 YIPaBICHUS
opraHu3zanuen», yTBep:KJIEHHOTO NMpruKazoM MHUHHCTEpCTBA TpyAa U COIUATIBLHOMN 3aIlUThI
P® ot 15 wutons 2020 Ne 333 «OO6 yTBepKIaeHHH MNPOo(ECCHOHATBLHOIO CTaHaapTa
«CrienuanucT Mo OpraHu3alMOHHOMY M JOKYMEHTAIMOHHOMY OOECIIEYEHHUIO YIPaBIICHHUS
OpraHHU3aLHEN».

[Iporpamma peanuszyercs ¢ DOPUMEHEHHUEM HCKIIOUUTEIIBHO  3JIEKTPOHHOTO
oOy4eHHUsl, TUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHIA.

Lens mporpammsel: (GopmMupoBaHue Yy OOydaromuxcsi MNPOPECCHOHATBHBIX
KOMIIETEHIIMH, OO0EeCMeYnBaIOIMX BBIMIOJHEHHE HOBOTO BHAA MPOQECCHOHATHLHON
NESTENBbHOCTH B OOJACTH OPraHU3allMOHHOTO W JOKYMEHTAIlMOHHOTO o0ecreueHus
yIpaBI€HUs OPraHU3alUSIMH JIOOBIX OPraHU3aIlMOHHO-TIPABOBLIX (OpM, TPUOOPETEHUE
HOBOM KBanudukanuu 1o npodeccun «Cexkperapb-aIMUHUCTPATOP.

3amaun 0oOydeHUs: JaTh OOYYAIONIUMCS HEOOXOJMMBIM YpOBEHb 3HAHUM IS
OpraHU3allMOHHOTO  OOecrleueHus] JCSATENbHOCTH  OpraHu3alii W O0ecredeHHs
NEATENIbHOCTU PYKOBOAUTENS OpraHU3alUH.

N3ydeHne nporpaMMBbl HaIllpaBJIeHO HAa (POPMHUPOBAHUE CIEAYIOIMIMX KOMIETCHIIUMN:

O0600611eHHbIe TPYIOBbIE (HYHKIIMH TpynoBbie pyHKIUN
KOJ HauMEHOBAHUE YPOBCHB HAUMEHOBAHUE KO YPOBEHb
KBaNM(UKaIl (To1ypOBEHbD )
15071 KBaJTM(pUKAITNH
[Ipuem u pacnpeneneHue A013 |3
Tene(OHHBIX 3BOHKOB OpraHU3aIlH '
Opranu3aluoHHOE
A o0ecrieueHme 3 Opranuzanus paboTsl ¢ A023 |3
ACATCIIBHOCTU MOCETUTEISIMU OpraHU3aALNU '
OpraHu3aIuu

BrlnosiHeHNE KOOPAMHUPYIOLIUX U

N A/03.3 |3
obecnieunBaromux GyHKIUH
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TpeboBanuss Kk oOydYaromIMMCS: JULA Pa3IMYHOrO BO3pacTa, BKIIOYAS JIHI[ C
OTPaHUYECHHBIMU  BO3MOXKHOCTSIMH  3710pOBbsl. OOyueHue 1O MpOrpaMMe MOXKET
OCYIIECTBIISITHCS B COCTABE YYEOHOW IPYIIIbl WM UHIUBHUYaIbHO.

[lo OKOHYaHMM TEOPETHYECKOro OJI0Ka, Mepes] BBIMOJIHEHUEM MPAKTUYECKON
KBIH(PUKALMOHHOMN pabOThl IPOBOJUTCS IPOMEKYTOUHAS aTTECTAIUS.

WrtoroBass arrectanus MNPOBOJUTCA IO OKOHYAHMM BCEro Kypca B (dopme
KBUIM(PUKALMOHHOTO 3K3aMEHAa HK3aMEHAllMOHHOW KOMHUCCHUEH, COCTaB KOTOpPOH
ompenenseTcss U yTBepxkaaercs npukazoM YueOHoro nentpa UII Ipunykunoit E.B. K
MPOBEICHUIO  KBAaIU(UKAIMOHHOTO  JK3aMeHa  MPUBJIEKAIOTCS  MNPEICTAaBUTENU
paboronarened, ux oObeauHeHUH. Pe3ynbraThl HMTOrOBOM arrecTauuu O(OPMIIAIOTCS
nporokosioM. Ilo pesynbraTaM HMTOrOBOM aTTECTALlMM BBIJAETCS CBHUIETEIBCTBO O
IPUCBOEHUH JTOJKHOCTH CITYKAIETO.

Cpoxk oOydeHusi: TpPYJOEMKOCTh OOyYeHHUs IO JaHHOW mporpamme 67
aKaJeMHUYECKUX YacoB, OJUH akajemMuyeckuil yac paBeH 40 munyram. OOumit cpox
oOyuenust 17 pabouux gHei.

Pexxum 3ansThil: He Oonee 4 akaJleMUYECKHUX YacOB B JICHb.

2. TpeboBanmus K pe3yjbrataM ocBoeHus Ilporpammel

[To oxoHuanuun oOydeHus: 00yyaroIUics MPUOOPETAeT 3HAHUA U YMEHHSI, COTIIACHO

npodeccroHaIbHOMY

CTaHJIapTy

«Crenuaauct 10

OpraHn3allMOHHOMY )41

AJOKYMCHTAIIHUOHHOMY 00eCIIeYeHUIO YIIpaBJICHUA opraHmauHeﬁ»:

Buani IIpodeccuonanbHbI 3HaHus YMenns
AeATeJIbHOCTH e
KOMIIeTeHIIUH
A. Opranusa- | [Ipuem u |3~ @Oynkuum, 3amaun, | Y- Hcnonb30BaTh
LHMOHHOE U | pacrpezeneHue CTPYKTypa OpraHH3allH, €€ | TEXHUYECKHEe u
AOKyMeHTAa- TeneOHHBIX CBSI3H, MpOrpaMMHBIE CPECTBa AJIs
HUOHHOE 3BOHKOB 3% [IpaBuna | mpoBeAeHUS TOJIOCOBOM WU
olecrneuenue OpraHu3aIuu B3aMMO/JICHCTBUS c | BuAeOo-KOH(pEPEHII-CBA3H;
ylpaBJjieHust (A/01.3) napTHepaMH, — KIMeHTamu, | Y2 — Hcnonp3oBath
opraHu3zanus CpeacTBaMu MaccOBOH | CpeacTBa
MH JII00BIX uHbopMaIuy, KOMMYHHKAITHOHHOM
OpraHu3anu- 33 OTuka JIEIIOBOTO | OPITEXHUKHU JJIs1 TIOJTYYEeHUS
OHHO- oOLIeHMS; U niepenaur nHhopManuu;
NMPaBOBbBIX 3* — TIlpaBuma peueBoro |Y® - Bectu yueTHble
dhopm ITHKETA, perucTpanroHtsie  GOpMBI,
3% - TpebGoBaHus OXpaHbl | HCIIONBL30BATh  UX  JUIs
TPYAa; UHGOPMALMOHHOM paboThI;
3° - TIlpasuwna 3amwursl | Y? - YcraHaBiuBaTh
KOH(UICHIINATBEHO M KOHTakT C COOECEeIHUKOM,

ci1y>keOHOM nHpopMaIuu.

MOJJEPKUBATh U Pa3BUBATH
JIENIOBYIO Oecely B Mpoliecce
TeneOHHBIX TEPETOBOPOB;
Vo - CrnaxuBaThb
KOH(MJIUKTHBIE U CJIOXHBIC
CUTYyallUl MEXKIMYHOCTHOTO
B3aHUMOIEHCTBHUSA
CoOmonarh
JTHKET

CITY>KEOHBII




Oprasu3anus 3! — IIpaBuna opraamsammn | Y! — O6matscs ¢
paboTHI ¢ npreMa MoCeTUTENEH; HOCETUTEISMM;
IOCETUTETAMH 32 — [IpaBuia JEI0BOTO V2 — Hcnonb30BaTh
OpraHu3aIuu o0mIeHus; YCTaHOBJIEHHBIE TIPaBUIIA U
(A/02.3) 3% — Ctpykrypa IpoIeTypbl KOMMYHHKAIIUN
OpraHu3aluy U BHYTPH OpraHu3alluy;
pacrpenenenue GyHKLuiA V® — BecTu ydetHble
MEXy CTPYKTYPHBIMU (OPMBI, UCIIOIB30BATH UX
NOAPA3ACICHUSIMHA U Juis paboThI;
CIICIHATTUCTAMH, V*- Co3naBars
3% - IIpaBuna opranM3aly | TIOJIOKHTENBHBIH HMUK
IPHEMOB B O(HCE; OpraHu3aluy;
3° - [IpaBuna cepBUPOBKU V?® - [IpuHUMATE MepbI 1O
yaifHoro (ko¢enHoro) pa3peleHno KOH(OINKTHBIX
CTOJIa; CUTYAaLWil;
3% - [Ipasuna V¢ - Ipumensars
IPUTOTOBJIEHHS M TIO1a41 UH(OPMAIIMOHHO-
ropsAYNX HAIIMTKOB KOMMYHHKAIIMOHHBIE
3aKyCOK K HHM; TEXHOJIOIHH;
3’ - DTHKA JEeT0BOTO V' - ObecnieunBarhb
00IIEeHHNST; KOH(HUICHIINAITBHOCTD
3% — TIlpaBmma pedeBoro | HHGOPMAIWH.
DTUKETA,;
3° - TpeboBamus OXpaHHI
Tpyma;
310 - TIpaBuna 3amuTh!
KOH(HUICHITNAITBHOU
cinyxe0HoM nHbopMaIun
BrinonHenue 3! — TIlpaBuma peuesoro | Y! - CocrapasTs u BecTH
KOOPJMHUPYIOIIUX M | OTHKETA; YUETHBIE IOKYMEHTHI;
00€eCTIeYNBAIOITIX 32 - DTHKa JeJI0BOTO V2 — [IpUMeHATh CpeJICTBA
byHKIMHA OOIIEHH; KOMMYHUKAITUHU IS
(A/03.3) 3% - TpebGoBaHHsS OXpaHBI | II€pEIAYH TTOPYICHUIH
TpyIa; PYKOBOAUTENS U
3%-TIpaBuna 3aiuThI COTPYAHUKOB OPraHHU3aLUH;
KOH(pHUICHIIMAITBHOU V3. [Ipumenars

CITyeO0HOUW MHPOpPMAITIH
3° - CtpykTypa
OpraHu3aluy 1
pacripeneneHue QyHKIHiA
MEX]y CTPYKTYPHBIMU
TIOJIPa3ICIICHUSIMH U
CHCIUATUCTAMH

COBPEMEHHBIE CPE/ICTBA
cbopa, 06paboTKH 1
nepenauu uHpopmanuu;
V*- OueHuBaTh pe3ynbTaThl
B paMKaXx MMOCTaBIIEHHBIX
3ajady;

V®° - OcymecTBIATh
KOHTPOJIb UCTIOJTHEHUS
MOpPYyYEHUN PYKOBOAUTENS
COTpYTHUKAMU




3. Conep:ixanue nporpaMmsl
3.1.YYEBHbBIU IUTAH [TPOT'PAMMBI

O0BeM 3aHATHIH ¢

®opmbl
HCIOJIb30BAHUEM HpOMemy-
Beero | AMCTAMIMOMHNEIX TOYHOIA,
Ne i/ HanmeHnoBanue QM CHHUILIHH TEXHOJIOTHii: .
4acoB camocton. | MTOroBoii
JEKIUH | TeJIbHast arrecranuu
paGoTa (koHTpOJIST)
Monyas 1 | ®yHKOMH, 32/1a4H, CTPYKTYPa OpPraHu3anum, 8 4 4
ee CBSA3M
1.1. [IpuHIHATIBI ¥ CTPYKTYpa OPraHU3alHOHHOTO
yrnpasieHusi. OpraHu3aiuoOHHOTO U 4 2 2
JTOKYMEHTAITMOHHOTO 00SCIICUCHUS YITPABJICHUS.
1.2. Brenenue B npodeccuto 4 2 2
Mopyas 2 | IIpaBuia B3anMojaeiicTBHSA ¢ MapTHepaMH,
KJINEHTAMHU, CPEJICTBAMH MACCOBOIi 6 4 2
uHopMmanuu
2.1 JenoBas kynbTypa B IpoeCcCHOHATbHON 4 2 5
chepe
2.2. WNndopmanus, ee BuAbI 1 CBONCTBA 2 2
IIpome:kyTOUHAS aTTeCTANMSA 2 [TpakTnueckas
paborta
Moaynb 3 | 3Tuka nesroBoro od6menust 8 6 2
3.1. Otuka 4 2 2
3.2. KyneTypa o6menns B mpodeccroHanbHOM 5 5
chepe
3.3. [Icuxomorust KOJIJIEKTUBA 2 2
Monyas 4 | [IpaBuia peyeBoro 3THKeTa 8 4 4
4.1. PeueBoii 3THKET U peUeBbIe CPECTBA OOIICHUS 4 2
4.2, Bubl u hopmbl 1e10BOT0 OOIICHUS 4 2
IIpomeskyTOYHAS aTTeCTALMS 2 [IpakTruueckas
paborta
Moayub S | TpeboBanusi oxpannl Tpyaa 8 4
5.1. Oxpana Tpy/Ja ¥ TeXHHKa O€30MMaCHOCTH Ha 4 2 5
paboueM Mecte
5.2. TpeGoBaHnust 0XpaHbl Tpy/a B aBapUIHHBIX 4 2 5
CUTYaIUSIX
Moayas 6 |[IpaBuia 321U THI KOH(PUAEHIIHAIBHOM 6 4 5
cay:ke0HO0i nHpopManun
6.1. Koudunenmnuansnas napopmarus 4 2
6.2. [IpaBuna 3amuTs HHGOPMALTUH 2
IIpomeskyTOouHas aTTeCTALMSA 2 IIpakTnueckas
pabota
8 KpanndukanmoHublii 3k3aMeH
[IpakTuyeckas KBaauguKanuoHHas paboTa 16 16
[TpoBepka TeopeTHYeCKUX 3HAHUIMA 1 DKk3ameH
(Tect)
Hroro| 67 26 34 7




3.2. KAJTEHJAPHBIN YYEBHBIN T'PAGUK ITPOI'PAMMBI

Ne HaumenoBanue Bceero VYueOuble qHU
n/n MOYJIS yacoB | 1|2 819/10]11]12|13|14|15|16 |17
1 OyHKIWUH, 3a/1a4y, 8 414
CTPYKTypa
OpraHu3aIuH, ee
CBSI3U
2 | [IpaBuna 6
B3aUMOJICCTBUS c
napTHEpamH,
KITUCHTAMH,
CpeIcTBaMu
MAacCcOBOU
nHpopmanuu
IIpomexyTouHast 2
arrecTramusi
3 | Druka JIETTOBOTO 8
0O1IeHMs
4 | Tpauma  peueBoro| 8 4
ITHKETA
IIpomexyTouHast 2 2
arrecranus
S | TpeGoBaums oxpaHel| 8 214 |2
Tpyna
6 | Ipapuia samurer | O 2 |4
KOH(UIEHIINAIBHO N
CITyKEOHOM
nHpopMmaruu
IIpome:xyTounas 2 2
arrecranus
8 | KBaaudukanuon- 17 2 |4 |4 |4 |3
HbIi IK3aMeH
UTOr0| 67 |44 41414 14 |4 |4 |4 14 |4 |3

3.3.PABOYAS ITPOTPAMMBI MOJYJIEM

Monvap 1. DYHKINH, 321291, CTPYKTYPA OPTAaHU3AINH, €€ CBA3H.

Tema 1.1.

IpuHUIBI

U CTPYKTYpa OPraHM3alMOHHOIO YIPaBJICHUS.
OpraHu3alMOHHOI0 U JOKYMEHTALMOHHOI 0 00ecreYeHusl YIIPaBJICHUs.
Jleknusa. OnpenerieHre MOHITUH «MEHEIKMEHT» M «ymnpaBieHue». [IpuHuunsl u
MeTobl yrpasieHus. OyHkuuu ynpasiieHus. Opranu3anus kak cucrema. OnpeneneHue u
o0lllMe XapaKTepUCTUKU OpraHu3alMu. BHYTpEHHsII W BHEILIHSS Cpela OpraHu3allUH.
OpraHn3alOHHO-TIPABOBBIE

dbopmbI

CamocrosiTesibHAs padora.

OpraHu3aIuu.

OpranuzaliiOHHbIE
yIpaBjeHus. PykoBoauTenp B cucteMe ynpaBieHus. JKU3HEHHBIN [IUKJI OpraHU3alY.

CTPYKTYpPBI



1. O3HaKOMUTECS C JOTOTHUTEIBHBIM MaTEPHAIOM K TEME.
2. JlaiiTe onpeneneHus cleyonM TePMUHAM:

- MeHEeIKMEHT;

- Y1IpaBieHue;

- Cucrema ynpasieHus;

- CTpyKTypa ynpaBicHUsI.

Tema 1.2. BBenenue B npogeccuio.

Jlekumsa. Kparkas  wucropuss  cekperapckoro  gena.  KpamuduxanmonHas
XapaKTEPUCTHUKA CEKpeTaps-aIMHUHUCTPATOpPa, €ro poJib B CTPYKTYpPE OpraHU3ALUU.
OyHKIMKU cekperaps. OyHKIUU CIyKObl ceKpeTapuarta B opranuzauuu. Kaapossiil coctas
ciyk0blI cekpetapuata. Poiab u MecTo ciyk0bl ceKkpeTapuaTta B CTPYKTYpe OpraHU3alUH.

CamocrosTenbHass pabora. Hanucate 3cce 00beMOM OKOJIO OAHOW CTPaHHUIIbI, B
KOTOPOM TpOaHAJIU3UPyeTe BAXKHOCTh (PYHKIUN CEKpeTapsi U CIyKObl ceKpeTapuarta JiJis
sbdexTuBHON paboThl opraHuzanuu. CraenaiTe akIEHT Ha B3aUMOJECUCTBUM 3THUX
NOAPA3AEIEHUN C OCTAIBHBIMU MOIPA3ACICHUSAMH MPEAPUSATHS.

Monyab 2. TlpaBuja _B3auMOAEHCTBHUS ¢ MAPTHEPAMH, KJIHMEHTAMH,
CpeACTBAMM MACCOBOM HHGOPMALIUN.

Tema 2.1. [lesioBasi KyJbTypa B npodeccuoHanbLHoOi cepe.

Jleknus. Ilonstue penoBas KynbTypa. JlenoBas KyinbTypa Kak KOMIUIEKC
OTHOIIICGHUM YesioBeKa K mporeccy Tpyaa. KiroueBbie KOMITOHEHTHI ACIOBOM KYJIBTYPHI.
@opMHpPOBAHUE TMO3UTHUBHOIO JIEJIOBOIO HMHJIKA OpraHu3aluH. 3HAYEHUE [JEeJI0BOM
KyJIbTYphl B OpraHu3alluu CeKpeTapckoro oOciykuBanus. [loHsTHEe KopmopaTHBHas
KyJbTypa.

CamocrosiTenbHas padora. CoCTaBUTh aJIrOpUTM JEUCTBHM CeKpeTapss IO
OpraHu3aluu MpUEMa MOCETUTEINEH, 1EIOBBIX BCTPEY U COBEIIAHUN.

Tema 2.2. Uudopmanmusi, ee BUJbI M CBOMCTBA.

Jleknus. ®ynknun uapopmaruu. TpeboBaHUs, MpeabIBIsieMble K MH(GOPMAIIUH,
kauectBO uHpopmanmu. CooTHomieHne mNoHATUNA «JlokyMeHT u uHpopMausm».
Nudopmarmonnsle  ypoBHH  JOKyMeHTa. [IpoOieMbl TMOMCKa ©  TPAHCISAIUU
JTOKyMEHTUpOBaHHOW uH(popManuu. HMubopmanmonusie Oapwepsl. HMH)opmanimoHHbIC
NOTOKHU B OPTaHU3aLIMH.

MoayJb 3. ITHKA 1€JI0BOT0 O0IIICHUS.

Tema 3.1. dTHKA.

Jlekums. [loBenenue yenoBeka; nmpaBuiia U HOpMbL. HpaBcTBeHHBIE TpeOOBaHUSA K
poecCuoHaTbHOMY MOBEICHUIO: BEAKIMBOCTD, TAKTHUYHOCTD, JOOPOKEIATEILHOCTD U JP.
Otuker. Cdepbl AeMCTBUA 3TUKET. OTHKa JeoBOro obmeHus. WMumxk cexperaps.
HckyccTBO caMonpe3eHTalluy U BHEIIIHUHN BU/.

CamocrosiTeibHas padora.

1. O3HaKOMUTBCA C BUAEO MO TEME.

2. Hammmcathb acce 06beMOM OKOJIO OJTHOM CTpaHMIIB HAa TeMy « MUK cekpeTapsi».

Tema 3.2. Kyabtypa o01menns B npogeccHoHAIbHON chepe.

Jleknus. Kommynukanusi. CpenctBa BepOanbHOro oOuieHus. HeBepOanbHbie
cpeAcTBa oOIIeHUsI. DTUKET B AeiaoBoM oOmeHuu. Ctunu obuieHus. OCHOBHBIE MTpaBHIia
MOBEJICHYECKOT0 ASTHUKETa: NPUBETCTBUS, 3HAKoMcTBa M Jp. Hopmbl oOTHOlIeHWH B
KoJuleKThBe. OTHONIIEHUS PYKOBOAMTENS U MOAYMHEHHBIX. MEXIMYHOCTHBIE KOHTAKTHI.

8




Opranuzanus Aen0oBbIX KOHTAKTOB. OCHOBHBbIE TpeOOBaHUS K pEYU: TOH, apTUKYISALUA,
MPOU3HOLIEHUE, TPOMKOCTh, TOUHOCTh B IIOJI00PE CIIOB.

Tema 3.3. IIcuxos10rus KOJUIEKTHBA.

Jlekums. Ilcuxonorus koHGIMKTa: onpeneraeHUe KOH(PIUKTA, THUIbl KOH(IUKTOB,
KOH()JIMKTOT€Hbl, BO3HUKHOBEHHE KOH(IUKTA, MPUUYMHBI M TMOCIEACTBUS KOHQIUKTOB,
CTaAuM KOH(IIMKTa, KOHCTPYKTHMBHBIE CHOCOOBI paspenieHus KOHGIUKTOB. CTuiab
MOBEACHUS B KOH(DJIMKTHOM CUTyalluu: CTPATErHH MOBEJIEHUSA B KOH(MIUKTHON CUTyaluu
(COTpyAHMYECTBO, KOMIPOMHUCC, COMEPHUYECTBO, M30eraHue, MpUCIOCOOICHUE); KOJEKC
noBeAieHUs B KoHuukTe. [Icuxonornyeckuii aHain3 KOH(MIUKTOB: AITOPUTM pa3perieHus
CUTYyallUi U KOH(IIUKTOB.

Moayas 4. IIpaBuiia peuyeBoro 3THKeETa

Tema 4.1. PeueBoii 3THKET M peveBble CPeICTBA O0LICHUS .

Jleknus. PedyeBoil STHUKET B JIEJIOBOM OOIIEHHUU. DJIEMEHThI PEUYEBOTO ATUKETA:
dbopmbl  OOIIIEHMS, W3JIOKEHUE TIPOCHO, BBIPAKEHHUS MPUHATEIBLHOCTH, CIIOCOOBI
apryMEHTAaIlMU B JIENIOBBIX cUTyarusx u Jap. Kynbrypa pedeBoro ooOmieHus. [1yGaudHbie
BeIcTyIUIeHUs. KynbTypa ciymanus naptaepa. bapbepbl B 0011I€HUN U UX MPEO0JICHHE.

CamocrosiTeibHas padora.

1. IloaroToBUTH TEKCT BBICTYIICHUS IO CIIy4aro FOOMIIEes] OpraHu3aIlvu.

2. IlogroroBuTh OGUIMATHPHOE MHUCHMO C BBIPAXKEHUEM IPU3HATEIHLHOCTH 34
ydacTue B OQUIMAIIBHOM MEPOTIPUSITHH.

Tema 4.2. Buabl u popmbl 1€J10BOT0 00 1IEHH ST,

Jlekums. [lenoseie Gecennl. [enoBbie neperoBopbl. CyIIHOCTH J1€JI0BOW Oecenbl.
Bunet 6ecen. IloaroroBka 6ecenpl. CTpykTypa neiaoBoi Oecenbl. MeTobl, HCTIOIB3YEMbIE
Ha pa3HBIX JTamax JaeyoBoill Oecenbl. ODTHKET nenoBod Oecenpl. KynbTypa nemoBbIX
copermanuii. OCOOEHHOCTH OOIIEHUS C MHOCTPAHHBIMH NTApTHEpAMU. DTUKET TeaeOHHBIX
neperoBopoB. KynbTypa nenoBoii mepenucku. Ilpuiem u oOlieHHE € MOCETUTENSIMHU.
CepBupoBka yaiiHoro (kogeiHoro) crona B opuce.

CamocrosnTenbHasi padora. [lonrotoBuTh 3cce 00HEMOM OKOJIO OAHOU CTPAHUIIBI
Ha onHy u3 TeM: KopmopaTtuBHbie cTaHmapthl TenedoHHoro obmeHus. CekpeTsl ycrexa
TeaeOHHBIX TIeperoBopoB. TeMOp rojioca, HWHTOHAIIMHU, JUKIUA. TpeOoBaHHS K
npaBUIbHON peun. Bxoasmiue n ucxoasmniue 38oHKU. Hadano u 3aBepiienue teneoHHOTro
pasrosopa.

MoayJab 5. TpeGoBaHusi OXpaHbI TPYAA.

Tema 5.1. Oxpana Tpyaa ¥ TeXHHKa 0e30IIACHOCTH HA pabo4eM MecTe.

Jleknusi. OcHOBBI oxpaHbl Tpyna B Poccuiickoit @enepaunn. OCHOBHbIE TOHSATHUS
TpyJoBoro mnpasa. OCHOBOMOJATraOIINe TPUHIUIIBI OXpaHbl TpyAa. OCHOBBI yIpaBlICHUS
oXpaHOHU Tpyna B opranuzauuu. Opranuzanus padoT MO OXpaHe TPyAa U YIPABICHUIO
nmpodeccuoHaTbHBIMU pUCKaMU Ha YpoBHE paboTtonarens. MHCTpykus mo oxpaHe Tpyaa.

besomacHocTh Tpynma Ha pabodyeM MecTe Cekperaps. DProHOMHUKA W OpraHU3aIus
Tpya. OCHOBBI JIEKTPOOE30MACHOCTH.

CamocrositeibHast padora. [IoaroToBUTH MakeT MHCTPYKLIMHM IO OXpaHe TpyAa
JUISL CEKpeTaps.

Tema 5.2. TpeOGoBaHusA OXpPaHbI TPY/AA B ABAPUMHBIX CUTYALIUAX.

Jlekums. IlepedeHbp COCTOSIHHM TIPU KOTOPBIX OKa3bIBACTCS IME€pBasi MOMOIIb.
ANTOpUTMBI OKa3aHUs MEPBOM MOMOIIHM MPHU PA3JIMYHBIX MOBPEKICHUIX U COCTOSHUSX.
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ArnTedka mepBoil moMoIu B opranuzauuu. [lopsaok BezoBa ckopoit nomomiu. [loxapHas
0e30macHOCTh B opraHu3auuy. MHCTpyKUus Mo noxapHoi Oe30MacHOCTH B OpraHu3aluu.
[lopsinok AEHCTBUI NpH MOKape. DBaKyalus IIpU MoXKape.

CamocrosiTeibHas padora. [IpoliTh HMHTEpakTUBHBIM YpoK 1o Teme «OxpaHa

TpyIa».

MoayJas 6. IlpaBuia 3auThl KOHQUACHIMAIbHOMN CIYyKeOHO0il nHGOpManuu.

Tema 6.1. KonpuaenuunanbHas unpopmaums.

Jlekumsa. CymHOCTb, 33a4 U OCOOEHHOCTh KOH(UIECHUMATBHON HH(YOpMALUU.
Bunpel xonpuaenumanpsHoit mHpopmauuu. Ilepconansubie nannbie. CinyxkeOHas TaiiHa.
[Ipodeccuonanvuas  Taitna.  KomMmepueckas  TtaitHa.  OmnpeneneHue — cocTaBa
KOH(UIEHIIMATBHBIX JOKYMEHTOB. JlokyMeHTHpOBaHUE KOH(UICHIIUATBEHOM
uHpopmanuu. Opranuzanus paboTbl ¢ KOH(HUIECHIHUATBHBIMM JOKYMEHTAMU. Y4YeT
KOH(UIEHIIMATBHBIX JOKYMEHTOB.

CamocrosiTe1bHas padora.

1.IlpoaHanu3upoBaTh  JOKYMEHT M  ONPENEIWTh  HaJIWYMe M  COCTaB
KOH(QUEHIIMATbHON MHPOpMAUM B HEM, K KakoMy BHUAY KOH(HIECHIHATbHON
UH(GOpPMAIIH OTHOCSITCSI CBEJICHUS.

2. CocTaBUTH COTJIAIIEHUE O HEpaA3TIalIeHUH CIIy>KeOHON MH(pOpMAaIIIH.

Tema 6.2. [IpyHUIMIIBI 321U THI HHPOPMALUH.

Jlekumsa. [lpunnunel 3amuThl uwHbOpManuu. MeTonbl W CpeACcTBA 3alllUThI
UHpOpMAIMKN OT yTepH, Kpaku win nopuu. IloTeHuanbHele yrpo3sl MHPOPMALIMOHHON
0e301acHOCTH.

4. ®opMbI ATTECTALMHU U OLIEHOYHbIE MATEPHAJIbI

OreHka pe3yapTaToB 00y4YeHHs] OCYIIECTBISIETCA B XOJ€ CAMOCTOATENbHON padOTHI,
IIPOMEKYTOYHOM M UTOTOBOM aTTecTaluy (KBATM(PUKAITMOHHBIN YK3aMeH).

OueHka pe3yJbTaTOB CAMOCTOATENILHOMH PA0OTHI.

[Ipu HanMcaHWM CaMOCTOSATEIBbHON PabOThl HEOOXOAMMO YETKO U KPATKO M3JIOKUTh
MaTepHall, BBIACIUTh OCHOBHBIE TOHATHUS BOMPOCA, CAENAaTh HEOOXOAMMBIE BBIBOIBI —
pestoMe. Ilpu BBINIONHEHWM 3aJaHUS HE JIONMYCKAKOTCA IOBTOPEHUSI HM3BECTHBIX
JI0Ka3aTeIhCTB, OOIITUPHBIE BBIMUCKU U3 YYEOHUKOB, CIIEIUATBHON JTUTEPATYPHI U JPYTUX
UCcTOYHUKOB. OTBET HAa BOMPOC JOJKEH OBITh WM3JI0KEH TPaAaMOTHBIM JIUTEPATYPHBIM
SI3BIKOM U CBHJIETEILCTBOBATH O IITyOHMHE MPOPAOOTKH TEOPETHIECKOTO MaTepuara.

Kputepuu onieHKH caMOCTOSTEIbHOM PA0OTHI:

«324TEeH0» - OOYYAIOIIMIACS MPOBOJUT CaMOCTOSITENIBHBIN aHANMU3 MU30paHHOU IS
paccMoTpeHus npobOsiembl. lIpuBiaedeHbl OCHOBHBIE HCTOYHHMKH [0 paccMaTpuBaeMoil
teme. Jlomymeno He 6osee 2 ommOOK B CMBICIIE WA COACPKaHUU TTPOOITIEMBI.

«He 3a4YTeHO» - paboTa MpeACTaBisieT COOOW MepecKa3aHHBIM WM TOJHOCTHIO
MEepPEeNUCaHHbId TEKCT KAKUX-TO HWCTOYHHMKOB, YYEOHWKOB WM WCCJIEIOBaHUM 0e3
KOMMEHTapueB, aHanm3a. JlomymieHo Tpu wWiud Oojiee TpeX OIMMUOOK B CMBICIIOBOM
COJIEp>KaHUM PACKPHIBAEMOM MPOOIEMBI

UToObl MPUCTYNUTh K BBIMOJHEHUIO CaMOCTOSITENIbHON paboTe, HEOOXOIUMO B
cucrteMe auctaHiioHHoro ooOydenus «Uchi.pro» (manee - CJO) HaxaTh HA KHOMKY
«HavaTth» W moclie 3TOr0 OTKPOETCS OKHO C 3aJaHUEM [0 CaMOCTOATENIbHOW padoTe.
CamocToATeNbHYI0 padOTy BO3MOKHO O(POPMHUTH B MUCbMEHHOM,IpaUYecKOM WIH
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ayaHo-BapHaHTe:
e MOXXHO HAIKCaTh OTBET B TEKCTOBOM OKHE;
® I MPUKPETHTH (Daii ¢ BHIOTHEHHBIM 3a/IaHUEM;
® MPUKPENUTH ayIUOCOOOIICHHE.
Korna 3aganue BBIONHEHO, HAKMHUTE HA KHOTKY «I OTOBOY.

IIpomexxkyTounass arrectanusi oOy4yarommxcsa. OcBoeHre 00pa3oBaTEIbHOMN
MpOorpaMMbl, B TOM YHCII€ OTACIBHOM YacTu (pas3jesa) COMpPOBOXKAACTCS MPOMEKYTOUHOU
aTTecTalMe, mpoBoAUMON B (OpMe MPAKTUYECKOW pabdOThl, OMPENEICHHOU Y4eOHBIM
IJIAHOM, U B MOPSJKE, YCTAHOBJICHHOM OpTraHu3aluei.

HeynoBneTBoputenbHble pe3yabTaThl MPOMEKYTOUHON aTTECTALUU MO OJHOMY WM
HECKOJIbKUM Y4e€OHBIM pazjeliaM o0pa3oBaTelIbHOM MPOTpaMMbl WM HEMPOXOXKICHHE
IPOMEXXYTOYHOM aTTeCTallMi TPU OTCYTCTBUU YBAXKHUTEIBHBIX MNPUYUH MPUZHAIOTCS
aKaJIeMUYECKOMN 3a/10JKEHHOCTBIO.

OO6yuaronuecs 00s3aHbl JIUKBUIUPOBATH aKaJIEMUYECKYIO 3a10JIKEHHOCTb.

OOyuaroruecs, HWMEKIINE aKaJAEeMUYECKYI0 3aJI0JDKEHHOCTh, BIPaBe MPOUTH
MPOMEXXYTOUHYIO aTTECTAIMIO [0 COOTBETCTBYIOIIUM Y4YeOHOMY TMpeaMeTy, Kypcy,
TUCHUIUIMHE (MOJYyJI0) He Oojee JBYX pa3 B CPOKH, ONpEACNIsieMble OpraHu3aIiueH,
OCYIIECTBIISIONIEH 00pa30oBaTEIbHYIO IEATEIBHOCTD, B Mpejeiax OJHOr0 rojla ¢ MOMEHTA
oOpa3oBaHUsl aKaJeMUYECKOM 3aJ0JDKEHHOCTH. B yKkazaHHBIN TEpHOJ HE BKIIOYAIOTCS
BpeMs 00JIE3HH 00YJarOIIErocs, HaXOXK/ISHHUE €T0 B aKaJeMUUECKOM OTITYCKE UJIU OTIYCKE
1o 0EpEMEHHOCTH U POJIaM.

IIpome:xkyTouHasi arrecTanus B (popMe NMPAKTHYECKOM PadOTHI TPOBOIUTCS 11O
OKOHYAHUW u3ydeHuss moxayied 1-2, 3-4 m 5-6. 3amanus s MpaKTUYECKOW pPabOTHI
3arpyxatorca B CJ[O. Ilo pe3ynbTaTaM NOpOMEKYTOUHOW ATTECTALMU BBICTABIISIOTCS
OTMETKH «3aYTEHO»/«HE 3a4TeHO» U OTPAXKAITCS B BEIOMOCTH MPOMEKYTOYHOU
aTTECTalUH.

3anaHus A8 NPAKTHYeCKOl padoThl B PAMKAaX NMPOMEKYTOYHOH AaTTeCTALNH
10 CoJepKaHUI0 MoayJeii 1, 2:

1.CpoexkTupoBaTh OpPraHU3AlMOHHYIO CTPYKTYpPY OpTraHU3alMd U CXEMBI
MHPOPMAIIMOHHBIX ~ TIOTOKOB  MEXIY CTPYKTYPHBIMH  MOJApAa3ACICHUsIMH  JII000H
OpraHu3aIiy Ha BBIOOD.

2.IlogroroBuTh U 0GOPMHUTH B COOTBETCTBUHU C NPABWIAMH JEIOMPOU3BOJICTBA H
pedeBoro sTukeTa B mporpamme Microsoft Word Ha BeIOOp 3 JOKyMEHTa M3 CHHCKA:
WH()OPMAITMOHHOE TMHCHMO, PEKIAMHOE MHUCHMO, COMPOBOAMTENBHOE MUCHMO, MHUCHMO-
3ampoc, MUCbMO-TIPUTTIANIEHUE, MUChbMO-HATOMUHAHUE U MO3/PABUTEIBHOE MTUCHMO.

3anaHus A8 NPAKTHYeCKOil padoThl B pAMKaX NMPOMEKYTOYHOH aTTeCTAlNH
110 COAEPKAHUIO Moay.Jeit 3, 4:

Pemnts cutyaniionHbie 3aa4u:

1.BbI monmydnsiv 37€KTPOHHOE MUCHMO OT KOJIJIETH C MPOCKOOW OKa3aTh MOMOIIH B
BBITIOJTHEHUH CPOYHOro TipoekTa. OpHako Baml rpaduk 3arpykKeH W Bbl (DU3UYECKU HE
MOXKEeTe ToAJAepkKaTh Kojiiery. Hamuiiure BEXIMBBIA O0TKa3, COOJIOAass HOPMBI J€TOBOM
STUKH?

2. CocTaBbTe KpaTKHUIl aITOPUTM AEHCTBUM MO OTPAOOTKE HABBIKOB OOILICHHUS:

- C IOCETUTEIIEM, OIO3/IaBIIMM Ha MPUEM K PYKOBOJAUTEINIO;

- ¢ T[OCeTUTeNIeM, MPHUILEAIIMM Ha BCTpedy C pyKoBojguteneM  0e3
MPEABAPUTEIBLHOIO COTJIACOBAHUS.
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3agaHus AJ1s1 NPAKTHYECKON padoThl B paMKaxX NMPOMEKYTOYHOM ATTECTALMH
110 COJIePKAHUI0O MOaY.JIeit 5, 6:

Bbl pabortaete cekperapéMm nupeKkTopa KpymHOl crpoutenbHoM kommanuu OOO
«CtpoiillHBeCT», 3aHMMAIOIIECWCS TNPOECKTUPOBAHUEM UM  CTPOUTEIBCTBOM  JKMJIBIX
KOMILUIEKCOB B pernoHax Poccun. KoMnaHust akTUBHO y4acTBYET B TEHIEPaxX U 3aKIIOYAECT
KPYITHBIE KOHTPAKTBI C TOCYTapCTBEHHBIMU 3aKa34MKaMH.

Pa3paboTaiiTe MHCTPYKIHMIO 1O OOpalleHHIO € JOKYMEHTalueW, cojepxalieit
KOH(UIeHIMaIbHyl0 UHbOpMaluio, M MepcoHana oduca. HMHCTpykuusa goipKHA
COJZIEpKATh CIEAYIOLUI NTEPEYEHb ITYHKTOB:

Bama 3anava:

1. Onpenenenue MOHATUN «KOH(HUACHIMAIbHAs WHGOPMAIUL», «KOMMEpUecKas
TaHay.

2. CnocobGbl MapKHUpPOBKM JOKYMEHTOB, COJAEpXalMX KOH(PUIECHIHUAIbHYIO
UH(pOpMAIHIO.

3. Onucanue nopsijika XpaHeHus! JOKYMEHTOB ¢ oMeTKoi «KoHpuaeHanbHo».

4. IlpaBuna nepenadyu TOKYMEHTOB BHYTPU KOMIIAHUHU U TPETHUM JIULAM.

5. llosicHeHHsT 1O HCHOJB30BAaHUIO JJIEKTPOHHOM TMOYTHI M KOPIOPATUBHBIX
MECCEHJIKEPOB JJIs1 0OMeHa YyBCTBUTEIbHON MH(OPMAIIUCH.

6. ANTOpuTM JEWCTBUM TpH yTpaTe ITOKYMEHTOB WM OOHapyXeHuH (akTa
HECAaHKIIMOHUPOBAHHOIO JIOCTyNa K HUM.

7. Opunuyeckue mocieICTBUS HapyIIeHUs peKuMa KOH(DHUIEHIIUATbHOCTH.

8. [Ipoueypa yHUUTOKEHUST KOH(UIEHIIUATBHBIX JOKYMEHTOB.

HNucTpykimio opopMuTh TUCBMEHHO U MPEICTaBUTh B BUIE AJIEKTPOHHOTO daiina
(bopmar Word mim PDF). O0beM WHCTPYKIIMM HE JOJDKEH MPEBBINIATh 5—7 CTpaHUIL
TekcTa ¢popmata A4.

Kpurepuu onieHKN NpaKTH4eCKO padoThI;

«324TEeH0» - OOYYAIOIIMICS MPOBOJAUT CaMOCTOSITENIbHBIN aHaNIU3 MU30paHHOU IS
paccmoTpenus mnpoOnembl. [IpuBredeHbl OCHOBHBIE MCTOYHHKM IO pPaccMaTpUBAEMOU
teMe. [lonymeno He 6osee 2 omMOOK B CMBICIIE WU COACPKAHUH TIPOOIEMBI.

«He 3a4TeHO» - paboTa MpeAcTaBiseT COOOM MepecKa3aHHBIM WM TMOJHOCTHIO
NEPENUCAHHBIA TEKCT KAaKUX-TO HMCTOYHUKOB, Y4YEOHHMKOB WJIM HCCIeNOBaHUN 0e3
KOMMEHTapueB, aHanu3a. JlomymeHo Tpu wiam Oornee Tpex OMHMOOK B CMBICIOBOM
COJIep>KaHUM PACKpPbIBAEMOI MPOOIIEMBI.

YToOBI MPUCTYNUTH K BBIMOJHEHUIO MPAKTUYECKOW pabOThl HEOOXOIUMO B YPOKE
«CamocrosarensHas pabora» CJIO naxkath Ha kHOMKYy «Hauate». CamocTosTenbHYIO
paboTy BO3MOXXHO 0)OPMUTH B MUCbMEHHOM,TpahUuECKOM WIIH ayJAH0-BapHaHTE:

e MOJKHO HaIlKcaTh OTBET B TEKCTOBOM OKHE;

® WJTU IPUKPETUTH (aiiil C BHIMOJTHECHHBIM 33 1aHUEM;

e MPUKPENUTH ayJAUOCOOOIIECHHUE.

Korga 3aganue BbIMONMHEHO, HaXMHTE Ha KHONKY «l['oroBo». Ecim 3amanue
BBIMIOJIHEHO HENPABUIBHO, Bbl YBUJIUTE CTATYC «BBIMOIHEHO HEBEPHO» U KOMMEHTApPHIA
npenojasarens. McnpaBeTe cBOM OTBET, HaXaB Ha KHONKY «FE1ie pas3y.

HUroroBass arrecramusa. IlpodeccuonanbHoe 00y4deHHE 3aBEpIIACTCS HWTOTOBOM
aTrectanueit B Gpopme KBaTU(PUKAIMOHHOTO SK3aMEHa.

KBanudukaumoHHbI 3K3aMEH MPOBOJMUTCS OpraHU3aluel, OCYIIECTBISIONMICH
00pa3oBaTENbHYIO ACSATEILHOCTD, IJI OMPE/eNIEHUs] COOTBETCTBUS MOTYUYECHHBIX 3HAHMM,
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YMEHUH U HaBBIKOB MporpamMme npo(ecCHOHaIbHOro O0y4YeHUsl U YCTAaHOBJICHUS HA 3TOU
OCHOBE JIMLAM, MpOIIEIIIUM MPOPECCHOHAIbHOE OO0y4YeHHE, KBaJU(UKAUOHHBIX
pa3psaoB, KJIAaccoB, KaTeropuil 1O COOTBETCTBYIOUIMM mpodeccusiMm  padoumx,
JOJKHOCTSAM CITy>KaIlKX (MPU HAJTMYUU TaKUX Pa3psaoB, KIACCOB, KATETOPHIA).

KBanudukaunoHHbI 3K3aMEH HE3aBUCHMO OT BUAA MPOPECCHOHATBHOTO O0yYEHHUS
BKJIIOYaeT B ce0d MNPAKTHYECKYH) KBAIUPHUKANMOHHYK pPadoTy M NPOBEPKY
TeopeTHYeCKUX 3HAHWI B Mmpenenax KBaIU(PUKALMOHHBIX TpeOOBaHWM, yKa3aHHBIX B
KBUIM(PUKALMOHHBIX CHPAaBOYHMKAX, U (WIM) MNpPO(PECCHOHANBHBIX CTaHJAPTOB IO
COOTBETCTBYIOIIUM TMpodeccusiMm padouux, AOMKHOCTAM ciayxkamux. K mnpoBeneHuo
KBAIM(PUKALIMOHHOTO 3K3aMeHa MPUBJIEKAIOTCS NpelCcTaBUTeNnu pabdoTojnareneil, ux
00BbeIMHEHUH.

KBanupukaumoHHplii 3K3aMeH BKIIOYACT MNPAKTHUYECKYI0 KBAIU(DPUKAMOHHYIO
paboTy ¥ MPOBEPKY TEOPETUUECKUX 3HAHUU.

[lepedenb TeM KBaTU(PUKALIMOHHBIX padoT:
. Opranusanus Jej10Mnpou3BOCTBA B OpraHU3aINH
. YIpaBieHue BpeMeHEM ceKpeTapsi-aIMUHUCTPATOpa
. Opranmn3alvoHHbIe MEPONPUSITHS CEKPETAPCKOM CITYKObI
. KommyHuKaImonHas poib cexperapsi.
. Obecneuenue 6e3omnacHocTy nHGOpMaIuu B oduce
. [lcuxonorus npodeccuoHaNBHOTO OOIIEHHS CEKpeTaps
. OcobeHHocTH MPOQPECCUOHATIBHON ITUKU CeKpeTapraTa

~NOoO Ok~ WN -

KBanuduxkanuonnass padora. I[Ilpu HanucaHum KBaM(pUKAIMOHHONW pabOTHI
HEOOXOJMMO YETKO M KpaTKO H3JIOKHUTh MaTepHall, BBIACIUTh OCHOBHBIC MOHSTHUS
BOMpOCa, clieJaTh He0OX0AUMbIEe BBIBOJIBI — pe3toMe. [Ipu BBIMOTHEHUHN 3TOTO 3a/aHUs HE
JIOTYCKAtOTCsl OOILIMPHBIE BBIMUCKU M3 YYEOHUKOB, CHEIUATBHON JIUTEpaTyphl U APYTUX
UCTOYHUKOB. OTBET Ha BOMPOC JOJDKEH OBITh HM3JI0XKEH TPaMOTHBIM JIMTEPATypPHBIM
S3BIKOM M CBHJIETEILCTBOBATH O TIyOHWHE MPOPAOOTKH TEOPETUUECKOTO MaTepuaa.

TpeboBanuss k odopmieHuro KBanudukarmoHHON padoTel. KpanmdukarmoHHas
paboTa JoMKHA UMETh TUTYJIBHBIN JIUCT, TOSICHUTENbHYIO 3alIUCKY, CITUCOK UCTIOIb3yeMOn
JUTEPaTypbl U YUCTHIN JIUCT IJI1 HAITUCAHUS PELICH3UU.

KBanudukanuonnass paboTa BBIOJHIETCS B Bopae. TeKCT KBAIH(PUKAITMOHHOMN
paboThl NOJDKEH OBITh HAMHMCaH TPaMOTHO, O€3 WCHPABICHUM U TMPOU3BOIHHBIX
CokpamieHnid u HaOpan Ha kommbiorepe mpudprom Times New Roman — 14 uepes 1
HMHTEPBAJ ¢ 0053aTEIBLHBIM COOIOICHIEM CTaHIAPTHBIX TIOJICH:

JleBoe nosie nmucra —20 Mm
[IpaBoe none nucrta — 10 mm
Bepxuee nmone nmucrta — 20 Mm
Hwuxnee none nucra — 20 Mmm

O6beM kBanu(pUKAIUOHHON PabOTHI HE TOJKEH MpeBhIIaTh 10 cTpaHulL.

B cmygasx, xorma TpeOyeTcsi TOYHOCTh TE€OPETHIECKUX (DOPMYITUPOBOK, MPUBOISITCS
rutaThl. CChUIKa Ha IIUTATY JIOJDKHA OBITH CelaHa B KOHIIE IUTATHI ¢ YKa3aHWEeM HoMepa
MEPBOMCTOYHUKA W3 CIUCKA JUTEpaTypbl W CTPAaHMIIBI, C KOTOPOM cJlieflaHa IUTaTa.
Crpanuiibl, TaOIUIBI U APYrodl MIUTIOCTPATUBHBIN MaTepuan JOJKHBI UMETh CKBO3HYIO
HyMepaluio OT Hayaja TEeKCTa.

BoinonHeHHyt0 ¥ OQOPMJIGHHYIO B COOTBETCTBUM €  TpeOOBaHUSAMH
KBATU(UKALUOHHYIO padOTy 00YyYaroIIMIiCAd JOJKEH HANpaBUTh I IPOBEPKU B CBOEM
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muuHoM kabunere B CJ1O uepe3 «Coobuienus», Haxoasmuecs B 6okooi manenu CJO.
Bpems nposepku paboThl — 1 pabounii nesb. [lpyu nonydeHU MONIOKUTENBHON peLieH3un
0Oy4aromMiics T0MyCKaeTCss K UTOTOBOMY TECTUPOBAHMIO.

Ecnn penensust nmpemycmatpuBaeT J0paOOTKY KBalu(UKAIIMOHHOW pabOThI, TO B
COOTBETCTBHM C 3aMEUaHUAMH pPELEH3eHTa oOydyarouiuiics ee popabdarbiBaetr. [lopaboTku
opopMmIISITOTCE B KOHIE KBadu(puUKaMOHHOM pabotel. Ecim ke  peleH3us
npeaycMaTpuBaeT MepepadoTKy KBAIM(PUKAIMOHHON paboThl, TO HOBBIA BapUaHT
HaIpaBJIsIeTCs] Ha IPOBEPKY BMECTE € NEpBOHAYAIbHBIM. be3 kBanupukannoHHON paboThI
oOy4aromuiicst He TOMyCKaeTcsl K 9K3aMEeHY.

Kpurtepuu olieHKH KBaTu(OUKAIIMOHHONW PaOOThI:

«OTau4yHO» - paboTa XapaKTEPU3YETCS CMBICIOBOM I€IbHOCTBIO, CBA3HOCTHIO U
MOCJIEIOBATEIbHOCTBIO  M3JI0KEHUs1 MnpobsieMbl. OOydwarouiuiics yMmeeT BbIpa)kaTh
apryMeHTUPOBAHHOE MHEHHE MO CPOpPMYIHPOBAHHON MpoOJieMe, TOYHO OMpenesss ee
colepkanue U cocrapismomue. Kanuukannonnas pabota HE COAECPKUT (PaKTUUECKUX
OLIMOOK, CBSA3aHHBIX C MOHMMaHueM mpoOsieMbl. KBanudukanuonnas pabora cHabxeHa
HEOOXOIUMBIM OHOIHMOrpauEeCKUM armapaToM.

«Xopomoy» - KpanudukannonHas padora XapakTepU3yeTcsi CMBICIIOBOM 1I€TbHOCTBIO,
CBSI3HOCTBIO M TOCJIEI0BATEILHOCTHIO M3JIOKEHUS; AOMYyIIeHO He Oojee 1 ommOKu npu
OOBSCHEHUH CMBICIIa WIM COJAEpX aHUs NpoOseMbl. s aprymMeHTanuu MPUBOASTCS
CCBUIKH Ha NEPBOUCTOYHUKHU u UCCJIeI0BaHUA. [IpoaeMoHCTpUPOBAHBI
UCCIIeIOBAaTEIbCKUE YMEHUSI W HaBblkU. DaKTUYECKUX OMIMUOOK, CBS3aHHBIX C
NOHMMAaHHEM MpoOsIeMbl, HET. JlomyieHsl oiHa-ABe OMUOKHU B 0hOpMIIEHUH PaOOTHI.

«Y10BJIETBOPUTEJIBHO» - OOyyarolmuica MpOBOJUT JOCTATOYHO CaMOCTOSATEIbHBIN
aHanu3 U30paHHOM It paccMOTpeHus poOiemsl. [IpuBiedeHbpl OCHOBHBIE HCTOYHUKH 10
paccmaTpuBaemoil Teme. JlomymeHo He Oojiee 2 OMMOOK B CMBICIE WM COAEP>KaHUU
poOeMbl, 0(pOPMIICHIHN KBATU(PUKAITMOHHON PabOTHI.

«HeynoBaerBopurebHo» - Kpanmudukanuonnas pabota mnpencrapisieT coOoi
NEpPECKA3aHHBIN WU MOJTHOCTHIO TIEPEMUCAHHBINA TEKCT KAaKUX-TO UICTOYHUKOB, YYCOHUKOB
WIM HCClIeOBaHUN 0e3 KoMMeHTapueB, aHanu3a. He packpeita CTpykTypa U
TEOPETUYECKUE COCTaBiAtoNIue Tembl. Jlomymeno Tpu wiam Oosiee TpeX OmUOOK B
CMBICJIOBOM COJIEpKaHUN pacKpbIBaeMou MpoOieMbl, B 0OPMIICHUH KBATU(PUKAITMOHHOM
paboTHI.

IIpoBepka TeopeTMYeCKHUX 3HAHUM NPOXOJUT NPU IOMOIIH SJIEKTPOHHOIO
tectupoBanusi B CJIO. Ha wutoroBoe TtecTtupoBanue mnpenactasisercs 20 BOIPOCOB.
Pesynbratel odopmisaroTest mpotokosoM. [lo pe3ynbrataM TECTUPOBAaHUS BBICTABIISIOTCS
OTMETKU «3aYTEHO»/«HE 3aYTEHO»H OTPAXKAIOTCS B MPOTOKOJIE MPOBEPKU TEOPETUUECKUX
3HAHUM.

JIuam, ycCHemHo COABLIIMM 3K3aMEH, BBIJAETCS CBHUIETENBCTBO O NPHUCBOCHHUH
mpodpeccun  mo  ¢dopme, ycrtanoBineHHod mnpukazom Ul [lpunykmnaoirt  E.B.
WuauBuayanbHbIl y4eT pe3ylbTaTOB OCBOCHHMA OOydYalOUUMHCS 00pa3oBaTeNIbHBIX
mporpaMMm, a TakXe XpaHEeHHWE B apxuBax HHPoOpManud 00 ITHX pe3ylIbTarax
ocymectisitorcs UII [Mpunykunoii E.B. Ha OyMaXHbIX U (W) 3JIEKTPOHHBIX HOCUTENSX.

IIlkajia OLleHKHM NMPOBEPKHU TEOPETHYECKUX 3HAHUI

banasl Kputepuu oneHku
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He 3aureno Komnerenmuu,  mpenycMOTpeHHBIE — HporpaMMoil  He  C(OPMHPOBAHBI.

0-80 6amnos OOyuarommiicss TOKa3bIBaeT HHU3KUH ypPOBEHb MNPO(ECCHOHAIBHBIX 3HAHUH U
YMEHHH.

3auTeHo Komnerenuu, npeaycMoTpeHHbIE TporpaMmoii  chopmupoBanbl. O0ydaronmiics

81-100 JIEMOHCTPUPYET JTOTMYCTHUMBII YPOBEHb YCBOCHHSI MPO(HECCHOHATBHBIX 3HAHUH.

BOITPOCBDI niisi npoBepKHU TeOPEeTHYECKUX 3HAHMM.
1. Beibepute npaBuiIbHOE YTBEPKICHUE:

a) BCE MOCTYMAIOLME B OPraHM3aLMI0 JOKYMEHTBl PETMCTPUPYIOTCS CEKpeTapeM-
aIMUHUCTPATOPOM

0) MOCTYNHMBIIKE B OPraHU3aIUI0 JOKYMEHTBl PETUCTPUPYIOTCS CEKpPETapeM-
aJIMUHUCTPATOPOM BBIOOPOYHO, B COOTBETCTBUM C YTBEpP)KICHHBIM IIE€peYHEM
JTOKYMEHTOB

B) M3 BCEX MOCTYJIMBIIMX B OPTraHU3aIUI0 IOKYMEHTOB CEKpeTapb-aJMUHUCTPATOP
PErUCTPUPYET TOJIBKO T€, KOTOPBIE MEPEIAOTC HA PACCMOTPEHHUE PYKOBOIUTEIIIO

2. PacniopsbkeHusi, M3/1aBaeMble pyKOBOJICTBOM OpTraHU3alii, CUUTAIOTCS:
a) MpaBOBBIMHU aKTaMH
0) pacnopsaauTeIbHBIMU TOKYMEHTAMHU
B) JpYroW BapUaHT

3. Kakoli u3 TOKyMEHTOB pEerIaMEeHTHPYET JAeSITEIbHOCTh KOHKPETHOTO JTOJDKHOCTHOTO
muia?

a) Mpukas

0) moJyoxkeHue 00 oTHee

B) JOJKHOCTHAsI HHCTPYKITUSI

4. C xakoil (ppa3bl HE PEKOMEHIYETCS HAYMHATH TeIE(OHHBIM Pa3rOBOpP C MapTHEPOM
WA KJIMEHTOM?

a) "3apaBcTByiiTe, Bac OecrokouT Kommanus N (cekperapp kommnanuu N)"

0) "3apaBcTByi#iTE, C BaMH TroBOpAT U3 kKommnanuu N

B) "3apasctByiiTe, cekpetapb NN u3 komnanuu N

5. Kakoil cpok ucnosiHeHHs] YyCTAaHOBJIEH AJIsl IUCEM OT OpraHu3aluii?
a) ceMb JHEH
0) Tpu mHEH
B) TpUILATh AHEH

6. B xakoM mopsinKe, COTJIACHO MpaBUiaM JOKYMEHTOOOOpOTa, JOJKHA CTPOUTHCS
paboTa ¢ MoCTyHnarIMMI B KOMIIAHUIO TOKYMEHTaMu ?

a) mpueM - TMepBOHAudajdbHAas 00pabOTKa - TPEABAPUTEIHLHOE PACCMOTPEHUE -
paccMOTpEeHUE PYKOBOJUTENIEM - UCIIOJIHEHUE yIIPaBI€HUE B JI€]I0

0) mpuem - TepBOHAYaNbHAsE o0O0pabOTKa - perucTpamuss - PaCCMOTPEHUE
PYKOBOJUTEJIEM- UCIIOJHEHUE - HAMPABICHHUE B JEJ0

B) odopMiieHHE [OKyMEHTa - IMOJAMNUCAHUE - PErucTpanus - COrjiacoBaHHUE -

YTBEPXKICHHUE - OTIPaBKa

/. KakuM criocoOoM mpocTaBiisieTcs fata B rpude yTBepKAeHUsl TOKyMeHTa?
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a) TeYaTHbIM CIIOCOOOM
0) cexperapb IPOCTABISAET €€ OT PYKH MOCIE YTBEPKACHUS TOKYMEHTa
B) €€ MPOCTAaBIAET PyKOBOAUTEIh B MOMEHT YTBEPKIACHUS TOKYMEHTA

8. Kak Ha3bIBaeTCs MOKYMEHT, (DMKCHPYIOIMIHN X0 00CYXJACHUS W TMPUHSATHS PEIICHUS
HAa 3aCe€JaHUU B KOMIIAHUU?

a) MPOTOKOI

0) peuieHue

B) pacropsiKeHue

9. HyXHO T peTHCTPUPOBAThH MUChMa-HAIIOMUHAHMS ?
a) HeT
0) nma

B) IO YCMOTPEHUIO CEKpeTapsa-aIMHUHUCTpaATOpa

10. Ecniu mocieqHuid ACHb CPOKa MCIOJHEHHS JOKYMEHTA MPUXOIUTCS Ha Hepabouui
JI€Hb, KOT1a HEOOXO0IMMO UCITOJIHUTD JTOKYMEHT?

a) He MOo3JHee JIHs, CICAYIOIIETO 332 BBIXOIHBIM

0) He Mo3/IHee JHSI, IPEINICCTBYIOIIET0 BIXOTHOMY

11. Ecnu ns mepenadud TOKyMEHTa UCTIOIb3yeTcs (hakCUMUIIbHAS CBSI3b, KaKOW 00beM
JTOKYMEHTa CYUTAETCS MPEIeIbHO TOMYCTUMBIM?

a) TpH JIUCTA

b) nsate nuctoB

B) 10 nuctoB

12. B nucemMeHHOM oOpalieHuu ciioBa "rocrnoauH" u "rocroxka':
a) MUIIYTCS MOJIHOCTBHIO
0) TUIIYTCS MOJHOCTBHIO MPU OOpAICHUHU K BBICOKOIIOCTABICHHBIM JIMIIAM
B) BCer/ia COKpaIlaroTCs.

13. Kakyro hopmMyIupoBKYy JOJKEH HMETh 3aT0JIOBOK K TEKCTY IIPOTOKOJIA?
a) B IPEIJIOKHOM NaJIeKe
0) B JmaTeIbHOM MajekKe
B) B POJUTEIBbHOM MaAeikKe

14.CxoabpKo agpecaToB MOXKET OBITh Ha OJJTHOM JOKYMEHTE?
a) He Oojee Tpex
0) He Ooyee YeThIpeX
B) He 0osee 0JHOTO

15. Yto monumaetcs mog TepMuHOM "KBOpym"?
a) MUHUMaJbHO  HEOOXOAMMOE M  JOCTAaTOYHOE  KOJIUYECTBO  UJICHOB
KOJUJIETHAJIbHOTO OpraHa Jjisi Hayaja paboThl coOpaHus
0) 1/3 uneHOB KOJIETHATILHOTO OpraHa
B) | 2 ujeHOB KOJUIETHAJILHOTO OpraHa
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16. Kakoil TepMuH, Kak TMpaBuUiIo, HCHOJb3yeTCsI B paboTe C JOKyMEHTaMu,
CoiepKalIUMU KOMMEPUYECKYIO TailHy, KOHQUIECHIIMAIbHbIE CBEACHUS?

a) yuer

0) peructpanus

B) JApyrou

17. Bam pykoBOAUTENh BO3BpallaeTCs W3 HEACIbHOM KOMaHIUPOBKH. UTO CTOUT
CIeNaTh K €ro Npuxoly, YTo0bl TOMOYb OBICTPEE BKIIOYUTHCS B padboTy?
a) TMOATOTOBUTH KPATKHUI OTYET O TOM, YTO MPOU3OIILIO 32 HEJAEIO €r0 OTCYTCTBUS
0) mocTapaThCs Ha3HAYUTh HA NEPBbIA paboUynil 1eHb MAKCUMYM BCTpEY
B) BBIJACIUTH BPEMs HA COBMECTHBIN MPOCMOTP BHEIIHEN KOPPECIIOHICHIIUU
18. Ha srane nepBoHauyalbHOW 0O0pPabOTKM BXOASLIEH KOPPECHOHAEHUUH CEKpeTaphb-
aIMUHUCTPATOP:
a) HE YHHUUYTOXAET KOHBEPTHI, a MOJAIIMBAET UX BMECTE C JOKYMEHTaMU
0) Bcerja yHUuTOXaeT KOHBEPTHI, B J€JI0 MOAMIUBAET TOJbKO JOKYMEHTHI
B) HE YHUYTOXXA€T KOHBEPTHI, €CIM Ha CaMOM JIOKYMEHTE HeJI0CTaTOYHO
nHpopmanuu 06 aBTOpe WM XapakTepe TOKyMeHTa

19.Kakoii 6;1aHK HcTONb3yeTcst Tpu 0pOPMIICHUN MMPOTOKOJIA?
a) OJaHK OpraHu3aIuu
0) OJlaHK HE UCIOJIB3YyeTCs
B) OJIaHK CTPOTOH OTYETHOCTH

20. YUTo ucmonb3yeTcst Ipu U3JaHUH COBMECTHBIX MTPUKA30B?
a) OJaHKW MPHUKa30B
0) craHmapTHBIE TUCTHI Oymaru ¢popmara A4
B)oOIITHEe OJIAaHKH

Howmep Bompoca BbykBeHHOE 0003HAUYEHHE
IIPABHJILHOTO OTBETA
1. §
2. §
3. B
4, §
5. B
6. §
7. §
8. a
9. 0
10. 0
11. B
12. B
13. 0
14, a
15. a
16. a
17. a
18. a
19. 0
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20. |6 |

5. Opranu3zanMoHHO-Nelaroruvyeckue ycaosust peaausauuu Illporpammsi.

5.1. Tpe6oBaHusi K MUHUMAJLHOMY MaTepPUAIbHO-TEXHUYECKOMY O0ecriede HUI0

MartepuallbHO-TeXHHUYECKOe 0becreueHne

Hcnonb3oBaHue JEKIMOHHBIX ayJUTOpPUA HE MPEAYCMOTPEHO B CBA3U C
peanuzanued OporpaMM C TMPUMEHEHHUEM HCKIIIOUUTEIBHO 3JEKTPOHHOIO O0Yy4YeHus,
JTUCTAaHIIMOHHBIX 00PAa30BaTENbHBIX TEXHOIOTUH.

PabGouee mectro mnpenonaBarenss B YueonoMm uentpe WII Ilpunykunoir E.B.
OCHAILIEHO: CTOJIOM [Jisi MpernojaBaTessi, KOMIbIOTEpOM (HOYTOYKOM) C BBIXOJOM B
WNHutepHer.

TexcToBble JNEKIMM B BJIEKTPOHHOM (opmate, BuieoMarepuansl U (HOHIBI
OLICHOYHBIX CPE/ICTB (3aAaHusl) AJi MPOBEAEHUS MPOMEKYTOUHON U UTOTOBOM aTTeCTalluu
pasmematorcs B CZ1O.

Hnst oOyuenus B CIHO pabouee mecTo ciymatens AOHKHO ObITh 000pYAOBAaHO:
HACTOJIbHBIM ~KOMITBIOTEPOM MJIM MOOUJIBHBIM YCTPONCTBOM WM IUJIAHIIETOM C
NOJIKJIFOYEHUEM K HHTEPHETY C MHUHHMMAJIBHOM CKOpOocThio 1 MOuUT/C, 4TO MO3BOJISIET
BOCIPOU3BOJIUTH MOTOKOBBIE MaT€pHaJIbl B HU3KOM KauecTBe, MOAEP>KUBATH BUACOCBS3b
B HD-pa3pemenuu, 3arpyxars HeOonbiine (aiinbl. Pekomenmyemasi cpeiHssi CKOPOCTh
MMOAKJIFOYEHUS: OKOJIO 5—8 Mowur/c.

Hns ycnemrHoro o0yuyenuss B CIIO oOyuaromuMmcs peKOMEHAYeTCs COOIoAaTh
TpeOOBaHUA K NPOrPaMMHOMY OOECIEYEHUI0 M TEXHUYECKUM XapaKTepUCTUKAM
NEPCOHAIBHOTO KOMIThIOTEpa/HOYTOyKa/cMapThoHa:

Ne Hacronwsubie 6pay3epsl MoobunbpHBIE Opay3epbl

1 Chromium 50+ Chromium 50

2 Google Chrome 50+ Google Chrome for Android 50+
3 Aunexc.bpayzep 17+ Aunnekc.bpaysep 17+

4 Brave nro6ast Bepcus Brave nro6ast Bepcust

) Vivaldi 1.3+ Vivaldi 1.3+

6 Mozilla Firefox 60+ Mozilla Firefox 60+

7 Opera 37+ Opera 37+

8 Safari 11+ Safari Mobile 11+

9 Microsoft Edge 16+

5.2. O0mme TpeOGOBAHUA K OPraHU3alMU 00Pa30BaTEIbLHOIO NMpolecca

Kanposoe odecnieuenue

TpeOoBanus K KBanu(WKAIMK 1O JOHKHOCTH TpenojaBaTedb. Briciiee
npodeccuoHaibHOE 00pa3oBaHUE WM CpeaHee MpodecCHoHAIbHOE O0pa30BaHHE I10
HAIMpaBJICHUIO TOATOTOBKM  «OOpa3oBaHWEe W TeEJarormkay Wid B  00JacTH,
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COOTBETCTBYIOLIEH MPENOJaBAEMOMY MPEAMETY, 0€3 NpeabsiBICHUS TPeOOBAaHUN K CTaXy
paboThl 1100 BhIcIIee TpodeccunoHanbHOE 00pa30BaHNe WK CpeHee MpodhecCuoHAIbHOE
oOpa3oBaHuE M JAOMOJHUTEIbHOE MPO(ECCUOHATIBHOE OOpa30BaHUE IO HAMPABICHUIO
JEeSATENbHOCTH B 00pa30BATEIbHOM YUPEXACHUH O€3 MPEeAbSIBICHUS TPEOOBaHUI K CTaXy
pabotel. (EKC «KBanudukauvoHHble XapaKTEPUCTHKU JIOJDKHOCTEH paOOTHUKOB
00pa3oBaHUA).

Oco0eHHOCTH OpraHu3anuy 00pa3oBaTeJbHOIO Npouecca

O6yuenue no nporpamme ocyuiectBisietcss B CHO «Uchi.pro». Hoctyn B CO
o0ecreynBaeTcsl HEeMPEepPhIBHO (B KPYIJIIOCYTOYHOM PEXKUME CEMb JIHEH B HENENI0) U3
moboil Touku mnoakmoueHuss k cetu Mutepner. octynm ko Bcem cepBucam CJ1O
MEPCOHATM3UPOBAHHBIN (IO  y4eTHOM 3amuchio). OpraHu3alOHHO-TEXHUYECKOE
COIMPOBOXKJICHWE BKIIIOYAET B ce0sl perucTpaluio, yaajeHue, BOCCTAHOBICEHHE JIOTWHA U
naposisi  MOoJIb30BaTeNe, peJakTUpOBaHHWE Y4YeTHOW 3amucu. OpraHu3aluoHHO-
TEXHUUYECKOE CONPOBOXaAeHUE ocyuiecTsisaeT meroquct UII [Ipunykunon E.B.

VYyeOHo-meTonuueckue matepuansl pasmemiensl B CO u BkIouyalT B ceOs:
PYKOBOJICTBO mToJib3oBarenss mnpu pabdore B CHO, nmureparypy Uisi camMOCTOSITENbHOU
npopabOTKU TeM MpOrpaMMbl, HOPMAaTHUBHBIC TPABOBBIE AaKThl, MepeueHb MHTEpHET-
pecypcoB. llpenMerHas crpaHuIla Kypca BKJIIOYAeT JIEKIIMH, TECThbl, 3aJaHus s
WHMBUIYaJIbHOTO BBITIOJIHEHUS, WH(OPMAIIMOHHO-METOJIUYECKHE pecypchl B ¢opMme
«CTpPaHUIBD), «KHUTH», Pa3MEIIECHHbIX (PAlIOB U CCHUIOK Ha MHTEpHET-pecypchbl. Tembl
nporpaMMbl 0)OPMIICHBI B BUJIE TEMAaTUUECKUX OJIOKOB.

Buner u popMmbl yueOHOIM pabOThI C HCTIOIB30BAHUEM SJIEKTPOHHOTO OOYUEHHUS:

- CaMOCTOsITeNIbHAs paboTa, BKIIOYArOMIas padoTy ¢ COAEPKUMBIM Kypca 00yueHus,

- JIEKLIUU B JIEKTPOHHOMU (popme,

- KOHCYJIbTALIUSI MHAWBUAYAJIbHAS WU TPYIIIIOBAS;

- KOHTPOJIb 3HaHUH (TECTUPOBAHUE).

NHauBuayanbHOE KOHCYJBTHUPOBAHUE C IPETNOAABATENEM OCYLIECTBIISIETCS Yepe3
«Coo01ieHus», cChIKa Ha KOTopble HaxoauTcss B 0okoBoi manenn CJ1O. UToObl co3aaTh
HOBBIN Ao (KOHCYJIbTAINIO), HAXKMUTE Ha (pasy «Hanumure Ham». B oTKphIBIIEMCS
JMAJIOTOBOM OKHE MOXKHO 3a/laTh BONPOC MPEMNOJaBaTeNI0 WM MPUKPENUTh (ailsn ¢
3apaHee NOATrOTOBJIEHHBIMU Bollpocamu. Jlanee HaxaTh Ha KHONKY «HanmpaButhby.

B0o3M0XHO MHAMBHIYaJbHOE JHUCTAHIIMOHHOE KOHCYJIBTUPOBAHHE MPH IOMOIIH
cepuca BujaeokoHpepenunii «AugekcTenemoct». st 3Toro HEOOXOAMMO COTJIACOBATH
yepe3 «CooOlIeHns» BpeMsi U J1aTy NPOBEACHUS WHIWBUYATbHOTO KOHCYJIBTUPOBAHUS.
Ccpulka Ha BpeMsl W JIaTy TPOBEJEHHUS TMOSBUTCS B JIMYHOM KaOWHETE CiyIiaTess B
6okoBoit manenn CHO «Meponpustusi». Paznen «Mepompusitue» — 3T0 BeOMHApHI U
WHUBUyaJIbHBIE/TPYITIOBbIE KOHCYIBTAIIUU CIyIIATENEH C MPENoaaBaTeNISIMU B PEKUME
peasbHOTrO BPEMEHHU.

B paznene «Meponpusatus» OyaeT pa3MeniaThes cieayromas napopmanus:

* HAUMEHOBAHUE MEPONPUATUS (MHIMBUAYAIbHAS WU TPYIIIOBasi KOHCYJIbTAIUs);

* CChUIKA HA MEPONIPHUSITHE;

* 1aTa ¥ BpeMsl IPOBECHNUS,

* cepBuC 11 ipoBeaeHust Meponpusituid (AAngexkcTenemoct);

* CTaTyC MEPOIPUSATHS;

* 1aTa CO3aHUsl MEPOIIPUSTHUS.

Jlnst rpynmoBBIX KOHCYJIbTalMid, MH(OpMaIusi O BPEMEHHM W JaTe MPOBEICHUS,
Oyner pasmeniateCsa B JUYHOM KaOuHete B pazgene «Mepomnpusitus» 0€3 ero
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npeaABapUTCIbHOIO 06pameHH;1 ClIymaTeiis.

5.3. YueOHO-MeTOAMYECKOe o0ecniedeHne u
uHopManMOHHOE o0ecneYeHue MPOrpaMMbl

OcHoBHas quTEpaTypa

1. Hepeaukun E.B. JlenoBoe oOmienue: yueoHoe nocooue. ExatepunOypr: U3n-Bo
VYpan. yu-ta, 2015. 48 c¢. Kox mocryma: https://elar.urfu.ru/bitstream/10995/34753/1/978-
5-7996-1454-6.pdff.

2. Kankan M. B., JIuxauesa JI.C. [{enoBoii atukeT: yue6. [locobue. ExarepunOypr:
N3n- BO VYpan. YH-Ta, 2017. 168 C. Kon JOCTyNa:
https://elar.urfu.ru/bitstream/10995/51601/1/978-5-7996-2076-9_2017.pdf.

3. 3aiiueBa E. B., I'onuaposa H.B. Jlenonpous3BoACTBO M JOKYMEHTOOOOPOT B
CUCTEME TOCYJapCTBEHHOTO W MYHHUIIMIAJIBHOTO YyrnpasieHus: yueb.-meton. Ilocobue.
ExarepunOypr:  M3g-Bo  VYpan. yu-ta, 2017. 178 c¢. Koa  nocryna:
https://studylib.ru/doc/6372390/978-5-7996-2233-6-2017.

4. WubopMalMOHHBIE TEXHOJOTMM B  JIOKYMEHTAllMOHHOM  OOeCleYeHUHn
yIpaBlieHUs U apXUBHOM jeie: YdeOHo-Meroauueckoe mocobdue / cocraButenu: O.B.
ITpuctaBuenko, A.M. OramoB. Hwxkuuii HoBropona: Hukeropoackuii rocyHUBEpPCUTET,
2017. Kox moctyma: http://www.unn.ru/books/met_files/IT_DOU_arh_delo.pdf.

5. Boctpenosa E.B. OcHoBbl nH(pOpManimoHHoi 6e30macHOCTU: yuyeOHOe mocobue
U1 cTyAeHTOB By30B. ExatepunOypr: Uzn-po Ypau. ya-ta, 2019. 204 c¢. Kox nocryna:
https://elar.urfu.ru/bitstream/10995/73899/3/978-5-7996-2677-8 2019.pdf.

HuTepHeT-pecypcobl

1. Jletor O. B. CoBpemeHHBIE MPOOJIEMBI ITUKH JEJIOBOTO OOIIEHUS B TPYIO0BOH,
YIPaBICHYSCKOW H TPEANPUHUMATEIBLCKON JeATeIbHOCTH. (CBOAHBIA pedepar) //
ConmanbHble U TyMaHUTapHbIe Hayku. OTeuecTBeHHas U 3apyOexHas auteparypa. Cep. 3,
dunocodus: PedeparuBnbiit KypHAJL 2000. Ne4. URL:
https://cyberleninka.ru/article/n/2000-04-015-024-sovremennye-problemy-etiki-delovogo-
obscheniya-v-trudovoy-upravlencheskoy-i-predprinimatelskoy-deyatelnosti-
svodnyy/viewer,

2. JlaspunoBa H. H. Ilpupoma mnpodeccruonanpHOro »THKETa // AHamUTHKA
kynbryposiorum. 2010. Nel7. https://cyberleninka.ru/article/n/priroda-professionalnogo-
etiketa/viewer

3. 3akamoxHas Hatanes BanepreBHa HeTunuuHble TpynOBbIE OTHOLIEHUS B
ycioBusx — 1mudpoBoit  skoHomuku // Bectamk  BI'Y.  2019. Nel  (39).
https://cyberleninka.ru/article/n/netipichnye-trudovye-otnosheniya-v-usloviyah-tsifrovoy-
ekonomiki/viewer

DJIeKTPOHHBIE Pecypchl

1. OdunmanpHBIA HHTEPHET-TIOPTAN MpaBoBoi nHopmarwu (http://pravo.gov.ru),
2. KubepJlennnka - Hay4dHas 3neKkTpoHHas oubaroreka https://cyberleninka.ru/

HOpMaTI/IBHbIe MMpaBOBbLIC AKTHI
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10.
11.

12.
13.

14.
15.

16.

17.

18.

19.

20.

21.

22.
23.

Koncturynus PO.

Tpynosoit koxekce Poccuiickon denepanuu.

I'paxxpanckui koaexe Poccuiickoit denepanuu.

Konexc P® 06 anMUHHUCTPAaTUBHBIX TPaBOHAPYILIECHUSX.

YronosHbll Koaeke Poccuiickoit Penepanuu.

denepalbHbli  KOHCTUTYUHMOHHBIM  3akoH orT 25.12.2000 Ne 2-OK3 «O
INocynapctBennom repoe Poccuiickoit deneparm.

®enepanbHblii 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmanuu, UHPOPMAMOHHBIX
TEXHOJIOTHUAX U O 3alUTE HH(OPMAITTI.

®enepanbbiii 3ak0H 0T 27.07.2006 Ne 152-D3 «O nepcoHaabHBIX TaHHBIX .
®enepanbblii 3akoH 0T 02.05.2006 Ne59-D3 «O nopsiake paccMOTpeHHsI 0OpanieHui
rpaxnaH Poccuiickon @eneparum, .

®enepanbhblii 3akoH 0T 06.04.2011 Ne 63-D3 «OO0 31eKTpOHHON TOIMUCH.
@enepanbablii 3akoH 0T 01.06.2005 Ne 53-03 «O rocynapCTBEHHOM  SI3BIKE
Poccuiickoit @enepaunumn .

3akoH PO ot 25.10.1991 Ne 1807-1 «O s3bixax HaponoB Poccuiickoit ®enepanum».
denepanbblii 3akoH 0T 22.10.2004 No 125-d3 «O6 apxuBHOM jene B Poccuiickoii
denepanumny.

®enepanbhblii 3aK0H 0T 29.07.2004 Ne 98-D3 «O koMMeEpUYECKOW TallHE.

Vka3 Ilpesunenta PO ot 06.03.1997 Ne 188 «OO0 yTBep>KIeHUU MEpeyHsi CBEACHUI
KOH(UIEHIIMATBFHOTO XapaKTepay.

[ToctanoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepx)aenuu [IpaBun
JIEJOMPOU3BOICTBA B (heJepaIbHBIX OpraHax UCTIOIHUTEIHHON BIACTHY.

[Tpuka3z Munucrepcta npocsemeruss PO ot 26.08.2020 Ne 438 «O06 yTBepKIeHUH
[lopsinka opraHu3alM W OCYIIECTBICHHUS O00pa30BaTEIbHOM JIEATENbHOCTH IIO0
OCHOBHBIM IIpOrpaMmam MpohecCHOHATBLHOTO 00 YUESHHUSI.

ITpuka3z MunuctepctBa npocsemeHust Poccuiickoii ®enepaunu ot 14.07.2023Ne 534
«O6 yrBepxnaennu Ilepeuns mnpodeccuit pabouux, JOIDKHOCTEH CIyKallMX, I10
KOTOPBIM OCYIIECTBIIsICTCS MpodecCHoHAIBLHOE 00yUeHUE.

[Ipukaz MunuctepcTBa Tpyna u counanbHou 3amuThl PO ot 15 urona 2020 Ne 333u
«O0  yrBepxkneHuu  mpodeccHoHanmbHOro  craHgapra  «Chnenmmamuct - 1o
OpPraHM3allUOHHOMY M JOKYMEHTAllMOHHOMY  OOECIEYEHHUIO  YIpaBJICHUS
OpTraHU3aIUEC».

I'OCT P 7.0.97-2025. Haunonanensiii cranaapt Poccuiickoit @enepaunn. Cucrema
CTaHmapToB 1o uH(popmanuu, OUOIMOTEYHOMY U  HW3AATEIBCKOMY  JICIy.
OpraHu3aliiOHHO-pacoOpsAIUTENbHAsS JOKyMeHTalus. TpeOoBaHUs K O(OPMIIEHUIO
JOKYMEHTOB.

IIpukaz ®enepanbHoro apxuBHoro areHrcra oT 24.12.2020 Ne 199 «O6
YTBEPKICHUH MEeTOANYeCKuX PEKOMEHJAuid MO0 pa3pabOoTKe WHCTPYKIMH 10
NEJONPONU3BOICTBY B TOCYJApCTBEHHBIX  OpraHax,  OpraHax  MECTHOI'O
CaMOYITpaBJICHUS».

OK 011-93. O6mepoccuiickuii k1accuuKaTop yrnpaBlIeHUECKON JOKYMEHTAIIUH.
IIpuka3 PocapxuBa ot 31.07.2023 Ne 77 «O0 yrBepxkaeHuu llpaBun opranuzanuu
XpaHEHHUs, KOMIUIEKTOBaHUS, y4€Ta U UCIOJIb30BAHUSI JOKYMEHTOB ApXUBHOr0 (hoHAa
Poccuiickoit @enepanyii M ApYyrUX AapXHUBHBIX JOKYMEHTOB B TOCYAApPCTBEHHBIX
opraHax, OpraHax MECTHOI'O CaMOYIPABIICHHs U OPTaHU3ALUAX».
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24. Ilpuxa3z PocapxuBa ot 20.12.2019 Ne 236 «OO0 yrBepxkaeHuu IlepedHss THHIOBBIX
YIPABJIEHUYECKUX APXUBHBIX JOKYMEHTOB, 0Opa3yIOLIMXCs B MPOLECCE AESITEIbHOCTH
rOCYy/IapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CaMOYIPABIEHUS M OpraHu3aluid,
YKa3aHUEM CPOKOB UX XPaHEHUS».
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