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1. MOACHUTEJIbHAS 3ATIMCKA

Homonmnurenshas — mpodeccHOHANEHAS — mporpaMMa  Ipod)ecCHOHATBHOMN IEPEToArOTOBKH
PEMIAMEHTHPYET LCIH, OXKUIAEMBIC PE3yIIbTATHI, CONEPKAHHE, YCIOBHS M TEXHOIOTHH Pealn3alui
00pa3oBaTeNEHOTO MPOIECCa, OIEHKY Ka4eCTBa IIOATOTOBKH BBLITYCKHHUKA II0 JAHHOMY HaIIPaBIEHUIO
TOJrOTOBKH H NPOQHIF0 W BKIIOYAST B cebs: y4eOHBIH IUIam, paboune TporpamMmel y4eOHEBIX
AUCIHILIHH ¥ JPYTHE MAaTepHaIbl, 00eCIIeUNBAIONIHE KAYECTBO NIOATOTOBKH O0BYJAIOIMUXCS, & TAKKE
KaJlCH/IapHbIH y4eOHbli Ipaduk ¥ METOAMYECKHEe W OLEHOYHBIE MATePHAILL, O0OECTEYHBAIONIHE
pean3alHIo COOTBETCTBYIOIEH 00pa30BaTeIbHOM TeXHO IO HH.

HCJ'IB InporpaMmMbl — IIOJIy4CHHE HOBBIX 3HAHHHA H IIPaKTHYCCKHX HABEIKOB II0 OpraHu3anun
AOKYMCHTAllHOHHOI'O H OpPraHH3allHOHHOT0 obecrieueHus IIpEOTTPHUATHAL.

Karteropus caymaredeli — choemmamucTsl IO MOKyMEHTOO00pOTy, IOKYMEHTOBEJbI,
ACIOMPOU3BOIUTENH, CEKPETAPH-aIMHHHCTPATOPEL, O(QHC-MEHEIKEPBL, TOMOIHUKY PYKOBOIHTES |
T€ CIyIMATeNH, KTO CIPEMHTCS NPO(DECCHOHANBHO OPHEHTHPOBATHCS B JOKYMEGHTALHOHHOM H
OpraHU3alHOHHOM 00ecIeYeHHH JIF0O0ro YpOBHS.

O6sem nmporpammel - 260 akageMU9ecKHX 9acoB (B TOM YrCIe 59 ak. 4acoB Buneonexnui, 201 ak. gac
[IPAaKTHICCKOM CAMOCTOSATENbHON paboThI).

®opma o0yuyeHHs: TUCTAHIIHOHHAS.
Bu/ipl 3aHaTHi IPH OpraHH3anky AHCTAHIHOHHOTO 06y IeHHMS:

— BHJICOJIEKIIUS B 3aIIHCH;
— pa3paboTaHHBIC IEAAroroM NPE3eHTAMH U pabodas TeTpajls (PasnaTOdHEIH MaTepra);
— (parMenTs! 1 MaTepHalbl 00pa30BaTesLHBIX HHTEPHET-PECYPCOB.

Peum y4eOHBIX 3aHATHI: TIPH OCBOGHHHM [auHOM ITpOrpaMMBI Npeimoiaractes 59 ak. 4acos
Buneonekiuy, 201 ak. 4ac MpakTHYEeCKOH CaMOCTOSATENBHOM paGoTHI ciyImaTeneil. YueGHbBIE 3aHATHS
IpOBORATCA Ge3 OTpbiBa OT paboThl. TeopeTHUECKHEe W IPAKTHUECKHE 3aHATHS IPOBOLSATCS B DEKHME
o¢raiiH ¢ HCTIONb30BAHHEM CPEIICTB COBPEMEHHBIX MH()OPMAIHOHHEIX TEXHONOTHH U CEPBHCOB.

OO6yuenwue miatHoe.

JoKyMeHTBI, HeoGX0AMMBbIe /15 3a9HCIEHHA;

e Kcepokonus nacnopra;
e  Kcepokonus n0okyMeHTa 0 IIPEALIeCTBYIOMEM 06pa30BaHMUH C IPHCBOCHHOM
KBamuukaruen*

* K OCBOCHHIO OMONHHTEIBHEIX IPO(ECCHOHATBHBIX MPOrpaMM IOIMYCKAKOTCS: JTMIA, HMEIONIHE
cpenHee mpodeccHOHaNbHOE M (WM) BEICmee 00pa3OBaHMe; JIMIA, MHONYYAIOMHEe CpELHee
npodecCHOHAIBHOE | (MJIH) BhICIIee 06pa3oBaHHE.

3aunciieHre B IPYIITYy IPOHCXOMHUT IOCIE 3aKMIOYEHHS [OTOBOPA HA OKA3aHHe 00pa3oBaTebHEIX
YCIYT H BHECEHHH CIIyIIATEIEeM OIJIaThL.

OcBoeHHe JOIMONHUTENBHEX TPOQECCHOHANBLHBIX 06PA30BATENEHBIX HPOIPAMM  3aBEPLIAETCS



MTOTOBOM aTTecTauuel oGydaromuxcs B popMe 3aIUTE IPOESKTHOM paboTkL.

JIuaM, yCHemHO OCBOMBIIHM — COOTBETCTBYIOLIYIO JAOHOIHHTENBHYIO  IPO(ECCHOHATBHYIO
[porpaMmy M HPOMISAIIMM HTOTOBYO aTTECTAl[HIO, BBIJAIOTCS TOKYMEHTHI O HPHCBOSHHWH HOBOM
KBATH()UKALHHA: TUILIOM O IPO(EeCCHOHATBHOM IIePEOArOTOBKE,

HopmaTHBHBIE T0KYMeHTBI, HCII0/IL3yeMbIe A5 pazpaboTku IpPOrpaMMBbI

e OecpepanbHbIH 3aK0H 0T 29.12.2012 N 273-®3 (pex. ot 25.11 .2013) "O6 obpazoBanuu B
Poccuiicko#t @enepanun” (¢ H3M. H HOIL, BCTYIL B CHIY ¢ 01.01.2014)

® [Ipukas MunucrepctBa obpasosanus u Hayka P® ot 1 mrons 2013 r. N 499 "O6 YTBEPKICHHH
Iopsizika opranm3anyy 1 OCyIeCTBIEHHS 06Pa30BATEIBHOM AESTEMBHOCTH 110 OTOTHATE bHEM
PO eCCHOHATBHBIM ITporpamMMam”



2. INIAHUPYEMBIE PE3YJIbTATHI
1. Ob6nacre npumeHneHus.

Hacrosmas  mporpamma  mpodeccHOHAIBHOMN NEPENOATOTOBKH  «J[OKyMEeHTalMoHHOE ©
OpraHM3alMOHHOE 00CCTeyeHHe Ha TPENPHATHH C HPHCBOSHHEM KBanudukauui CIemHaiucT mo
OpPraHM3allMOHHOMY M JOKYMEHTALMOHHOMY OO€CIeYCHHIO» YCTAHABIHBAET MUHMMAIBHEIE
TpeOOBaHUA K 3HAHHMAM H YMEHHSM CIIyIIaTe/Is i OmpeNeliseT COACpIKAHHE U BUABI YYeOHBIX 3aHATHIT

H OTYCTHOCTH.

2 IMean ocBOEHHA JHCHHIIIHHEI,
[emsiMH OCBOEHHS IUCUUILIMHEI SBISIOTCA:

- JaTh ICJIOCTHOE IpPEACTaBICHHE O AOKYMCHTAllMOHHOM H OpraHu3alMOHHOM obecrieyeHun
IpeaInpHuaTHA.

- AaTh NpaKkTHICCKHe HABBIKK I10 OPraHM3allid JOKYMEHTOO00pOTa Ha IPENPHSTHH, KaJpOBOMY
ACTIONPOU3BOACTBY, BHEAPeHHIO CIJI, OpraHu3aniy KOJUIETHAIBHBIX MEPOTIPHSTHIA 1 pabouero s
PYKOBOJIUTEA.

3. Komnerenuun o6y4aromerocsi, fopMHpyeMbIe B Pe3yJbTATe 0CBOCHHS THCIHIUIHHLL.

B PE3YIbTATE OCBOCHHA JUCIIHUIIIMHEL CIIYIIATEJIb JOJIKEH:

3HaTh:
® OTBETCTBEHHOCTH M IIOTTHOMOYHsI B 00JIACTH YIPABICHHUS TOKYMEHTAMY;
obrue TpeGOBAHUS K CO3JaHUIO TOKYMEHTOB;
OCHOBHBIC IPHHIIUIIBI OPTaHU3AIMH JOKYMEHTOO00POTa;
rOCyapCTBEHHBIE CTAHIAPTEI, PETYIHPYIOIHE FOPHINYECKYIO CHITY JOKYMEHTOB;
Ha3sHaYCHHUE U BH/BI JIOKAIEHBIX HOPMATHBHBIX aKTOB,
ocobennoctu BHenperus COI;
OCHOBBI KaJ[POBOT'O [IEIOTIPOU3BOICTBA;
OCHOBHBI€ TIpaBUIIa paboThl APXHBOB OPraHU3aIlHH;
STHKY J€JI0BOTO OOLIEHHS;
OCHOBBI IPABUJTFHOH OPraHU3alliy TPY/d ¥ METOBI IIOBBIIIEHNS €10 3 HEKTHBHOCTH;

YmMern:

¢ TPaMOTHO OCYIIECTBIATE OPraHHU3alMOHHOE, JIOKYMEHTAIIHOHHOE H HH()OPMAIlHOHHOE 0OeceYeHne

JICATEIIbHOCTH OPTaHU3aHH H €€ PYKOBOIUTEIIS;

® OpraHH30BBIBATH 3 (EKTHBHYIO PabOTY 110 PETHCTPALKH, YIETY, XPAHEHHIO 1 Iepenage B
COOTBETCTBYIOUME CTPYKTYPHBIC IOPA3/ICIeH st JOKYMEHTOB TEKYIIEro AeN0NPOH3BOICTBRA;
HCIIONIE30BaTh HOMEHKIIATYPY J€JI IPH H3YYEHHH CTPYKTYPBI OPraHH3al[UH, COCTABICHAH OIIHCEil JelT;
OCYIIECTBIIATE KOHTPOJIb HCIIOIHEHUS H JIBHIKSHHS JOKYMEHTA,
ONTHMH3HPOBaTh paboTy ¢ JOKyMEHTaMH (B TOM 4YHCIIE yTeM BHenpenus COJI Ha [IPEOIIPUATHE);
CO371aBaTh ycioBus, obecreunBaromue 3¢ dekTuBHYO paboTy;
CIJIaKMBATh KOH(IUKTHBIE M CJIOKHBIC CHTYAIIHH MEKIIMYHOCTHOTO B3aHMOIEHCTBHS,
OCYIIECTB/IATH AEIOBYIO KOMMYHHKAIIMIO B COOTBETCTBHH C IIPABHJIAMH STHKETA,
IOIIEPKUBATE 3[0POBLIA IICHXOOTHYECKHH KIIUMAT B OPraHU3alli;
nonp30Bathes QyHkukamu Microsoft Word, Microsoft Power Point, Microsoft Excel, omaita-
penaxropa Google /i1 aHanu3a, KOHTPOJISL U IIPEACTABIEHUS JaHHEIX.



BuITy CKHUKH 1aHHOMH IPOrpaMMBI MOTYT 3aHHMATEH 10JGKHOCTH:
® JIeJIONPOH3BOIUTENS;

CIELHUAITKCT 110 paboTe ¢ JOKYMEHTaMH;

CHELHAIUCT 10 JiOKyMeHTooﬁopOTy;

JNOKYMEHTOBE]T;

CeKpeTaph-aIMHHHCTPATOD;

CEeKpeTapb PYKOBOAUTEIS;

MIOMOIIHHK PYKOBOJHTEJIS;

CEeKpeTaph-I€a0IPOH3BOUTEh;

oduc-MeHeKep;

ACCHCTEHT PYKOBOIUTEJIS.

B pesysbTare 0cBOeH s {HCUMILTHHBI HOPTHOIHO ¢y mAaTe/ s OymeT BKJIIOYATE:
® (OJaHK MHUChbMa OpraHM3alliH;

OIIaHK yKa3aHHS,

HHCTPYKIIHIO 110 A€JIONPOH3BOLICTBY;

CIIyKeOHYIO 3aIIHCKY;

aKT paboTHI KOMHCCHH;

CTPYKTYPY *ypHajia peruCTPaliy PacIOPAAUTEIBHEIX JOKYMEHTOB;

CTPYKTYpY JKypHaJa perHCTPANHH HCXOSINUX IHCEM;

HOPAMOK aKTyallu3allii HHCTPYKIMH 110 IETOTPOU3BOICTRY;

JOIOIHUTENIPHOS COTTALIEHHE K TPYIOBOMY JIOTOBOPY B CBA3H C IIEPEBOAOM Ha IPYTYIO JOIDKHOCTD;

aJITOPUTM COCTABIICHAS M CTPYKTYPY HOMEHKIIATYPBI €T ISl [IPEIIPHITHS;

3aBEpUTENBHBIN JIHCT JeNa;

IpOrpaMMy BBIXOIHOTO IHS JII yYaCTHHKOB TEMaTHIECKOI'O COBCIAHMS,

IPOTOTHII JKypHAaIa IPHEMa IIOCETUTENCH PYKOBOIMUTENIEM,



3. OPTAHU3AITMOHHO-IIEJATOTUYECKHE Y CJIOBHS PEAJTA3AITAA ITPOTI'PAMMBI
O6mue TpedoBanus K opranu3anua 06pa3oBaTeTLHOrO MpoLecea

— OO0pasoBaTenbHbIil mpolece IpeycMaTPHBACT CIIEAYIOIIHE BHIBI K GopMBl y4eOHBIX 3aHSTHIL:
JIEKIHH, [IPAKTHYECKHE H CEMUHAPCKHE 3aHATHA B (opMe BHICO3AHATHH B 3allHCH, BHIOIHEHHE
CaMOCTOATENEHON PabOThl, BEIMOIHEHHE ATTECTALIHOHHON PabOTHL.

— M3y4enue kax10ro pasgena IporpaMMEl IMeeT HPaKTHYECKYIO HAaIPaBJIEHHOCTH U IIPEJIII0IAraeT
PCIICHHE 3a/1a4, MPEIyCMATPHUBAIONIHX IPHOOPETEHHE CITyINATEISIMH KOHKPETHEIX
PO ECCHOHATBHBIX YMEHHH M HABBIKOB.

— Obs3aTenbHbIe TEKIMOHHbIE U IPAKTHYECKHUE 3aHATHS IPOBOISITCS C [IPUMEHEHHEM
TeICKOMMYHUKAIMOHHEIX H 00IIaYHbIX CEPBUCOB, JMEKTPOHHOM HH(OPMAIHOHHO-06pa30BaTebHOI
CpeJIbL.

— Ilporpamma peanusyercs B yCIOBHAX 3I€KTPORHOTO 00YYEHHS, OIMCAHHOIO B QenepanbHOM 3aKOHE
ot 29.12.2012 Ne 273-®3 «O6 o6pazosanuu B Poccuiickoit Denepanun.

TpeGosanus k kKagpoBoMy obecieueHHI0 06PA30BATEIHLHOTO MPoOIECea

Peanmusauust nononuuTebHON NpoQecCHOHANEHON 06pa30BaTeNbHOM MPOrpaMMEL 06eCIe HBATLCS
TIearOTHIECKUMH - KaJlpaMH, MMEIOIIUMH, BBICIIEE 00pa3oBaHHE, COOTBETCTBYIONIEE NPOGHITIO
npenojaBaeMoit muctuiiEHbL [IpermogaBarenyt CrelHaNBHBIX JUCHUIUIAH, HOIDKHEI HMETh OIBIT
AEATENbHOCTH B COOTBETCTBYIOMIEH podeccHoHambHOHR chepe.

Yuebno-meTonugeckoe ofecrnedenre 06pa3oBaTeaLHOro mMpomecea

Peanusanus nonosmuresHOM mpodeccHoOHaNBHON 06pazoBaTenbHON mporpaMMbl 06eceunBaeTes
HaJIMYHEM:

- ZI0CTyMa y KaXKI0TO CIyIaTelis K HHDOPMALIHOHHEIM PECYPCaM, TI0 COAEPIKAHUIO COOTBETCTRYIOIIHM
IIOJTHOMY ITEPEYHIO JUCLMILIHH Kypca;

- y4eOHO-METO/MYECKHX, METOIMYECKHX M0co0mil, pa3spaboToK M pEeKOMEHJALMM M0 BceM
OUCLIHTITTHHAM H 10 BCEM BHIAM 3aHATHIA;

- IPaKTHYECKUX 3aJaHHH;

- HarTSAHBIX NOCOOHMH, Hpe3eHTalHi IO TeMaM, pa3faTOYHBIX MaTepHasoB, ayJHO-, BHAESO- W
MYJIBTHMEIUWHBIX MaTepPHAJIOB.

B obpasoBaTensHOM IPOLECCe HCIOME3YIOTCS 3aKOHOAATENBHEIE aKThl, HOPMATHBHEIC JOKYMEHTHI B
MaTepuasbl Tpo(ECCHOHATEHO OPUEHTHPOBAHHEIX [IEPHOINYESCKHIX H3TAHHIH,

MarepuanbHo-TexHu4eckoe obecneuenne 06pa3oBaTeLHOr0 MpoIecca

OGpasoBarenbHOe  yupexk/IeHWe, — pealmsylollee  [ONOMHHTENBHYIO  IIPO(ECCHOHAIBHYIO
00pa3oBaTeNbHyl0 TporpaMMy, [HOIDKHO — pacloiiaraTh — MaTepHANBHO-TEXHHUIECKONH  6a3oif,
COOTBETCTBYIOUIEH NEHCTBYIOIMM CaHHTAPHO-TEXHHISCKAM HOPMaM.

Jlist npoBeneHust 3aHATHH HeOOXOTMMEI 3ITeKTPOHHAS HH(POPMAIMOHHO-00pa3oBaTeNbHAas Cpesa,
cucTeMa TeneKoH(EepeHIICBSI3H.

J1st paGOTEI B CHCTEME CITyITATEIIO BRIACISETCS JIOTHH | Tapolk. PaGouee MecTo CITymmaTens Q0mKHO
OBITh OCHAINEHO KOMIIBIOTEPOM C MOJKIIIOYEHHEM K ceTH MHTepHer.

B cucTeMe nuCTaHIMOHHOTO 06Y4IEHHS BRICTABIISIOTCS OCHOBHEIE YueGHO-METOMMUECKIE MATEpHAIBI
no mporpamme. I[IpoBOAHTCA HHIMBUIYATBHOE TECTHPOBAHHE, pAa3MEINAIOTCA BLITOTHEHHBIE
CIyIIaTe/sIMH 3a[iaHus A CaMOCTOATENbHOM paboTel. Ha BeGuHapax opranuszyeTcs 0OMeH OIEBITOM
I10 aKTYaIbHBIM BOIPOCAM IPOrpaMMEI, IIPOBOISTCS KOHCYJIbTALIKH.

Peanusanus mnporpaMMbl JUCHHIUIMHEI B 3a09HOM (opMe ¢ NpHMEHEHHEM IHCTAHIMOHHBIX
00pasoBaTeNbHBIX  TEXHONOTHH TpeOyeT [OIOJIHHTENBHO HamuuMa ydeOGHOro KaOWHETa.
O6opynoBanue ygeGHoro kabunera:



- pabodee MecTo mpemnogaBatesns (CTOM, CTYI);

- wKa(bl B CTEIUTAXKH JUIsS XPaHEHHS YIeOHO-METOMHYECKIX MaTepHajoB;
- Y9€OHO-METOTHIECKUH KOMIUIEKC THCITHILIHHBL,

- OIIaHKH TOKyMEeHTalHH.

Texnugeckue cpeacTsa 00yueHus: HOYTOYK, MYITbTHMEIHATIPOSKTOP.

KonTpous 3nanui

KoHTpoms 3nanuit IpoBOAUTEs: B KOHIIE H3YYeHHs [IPOTpaMMBI IJI1 OICHKH PE3YIbTATOB OCBOSHHUS TEM
IpOrpaMMbl. JIAarHOCTHKA IPOBOANTCS B (hOPME OIEHKH BBIIOTHEHHUS 00yJaroImuMes TPaKTHYECKHUX
JOMAalllHUX 3alaHUH, S5K3aMEHOB 110 MO/IYJISIM H MTOTOBOMH aTTECTAI[MOHHON paboTEI (3aIIHUTEI TPOEKTHOMH
paboTsr).

Ilo TemaM, BKIIOYEHHBIM B y4eOHEI IIaH 06Pa30BATENBHOTO YUPCHKACHHA, BRICTABISIETCS UTOrOBAs
OLIEHKa B hopMe «3aderay.

VIToroBEIit KOHTPOIIE IPOH3BOMUTCS B COOTBETCTBHH CO TIKAIOMH:

ITponeHT pe3ynsTaTHBHOCTH KagecTBeHHas oneHKa HHIHBHIYaTbHbIX
(IpaBUIIBHBIX OTBETOB) 00pa3oBaTeNbHBIX JOCTHIKEHHH, OTMETKA
100 - 3AYET
70%
69- 0% HE3AYET




®opMma o0ydeHHsA: THCTAaHITHOHHAS

JmurensHOCTE 00yuenus: 260 akaneMHYECKHX YacoB

YUYEBHBIM IIJIAH

JlomoTHHTeNEHOM TpodhecCHOHAIBHOIT npo
IpoGheCCHOHATBHOM IEPENOArOTOBKA
JloKyMeHTalHOHHOE H OpPraHH3aNHOHHOE obecnedeHne

Ha NpeINpPHATHH
C IPHCBOEHHeM KBaJuHKauMH
«CnenHa nCT N0 OPraHU3aHOHHOMY M A0KYMEHTAIIHOHHOMY 06eciedeH Hioy

MuHuManbHEI ypOBEHb 00pPa30BaHus: CPeIHE-CIENHATBHOE obpazoBanue

B Tom gmcie, gacos
N Beero Buneo Mpagmiioepas Kc(i{(;pl\cf?m
0 HaumenoBanue pasgena S CaMOCTOSTEIbHAS p
JIEKITHH
pabota
Moayas «/lokymMeHTaNIHOHHOE H 84 38 46
OpraHM3alnHoHHOE o0ecHeyenHe
HA NpPeINPHATHH
1 HopmarusHo-nipaBosas 6asza 8 4 4 ATTectammonHas
pabota
Opranu3aiHoHHO- i 5 6 AttecTannonnas
2 pacHopsIuTeIbHA paGota
JNIOKyMeHTanus. [lenosas
IepenucKa
3 Opranuzanus s dextusEOrO 8 3 = ATTecTanuoHHas
JOKYyMeHT000b0poTa paGoTa
4 PazpaboTka nokaabHEIX 3 1 2 ATTecTalnoHHas
HOPMAaTHBHEIX aKTOB I10 paGora
IOKYMEHTAIHOHHOMY
00ECIICUEHHIO YIIPaBIICHH s
5 Bomnpocs! BHepenns 6 2 4 ATTecTanuoHHAs
JIEKTPOHHOTO pabora
JOKyMEHTo000pOTa B
OpraHu3alnuy Kak Cpe/iCTBO
ONTHMH3aUH paboTEI C
JIOKYMEHTaMH
6 OCHOBBI KagpoBOTO 16 8 8 ATTeCTalHOHHAS
JIEeJIOPOU3BOICTBA paGora
7 CucremaTn3amus JOKyMEHTOB H 6 2 4 ATTecTalMOHHAS
OpraHU3aNusI HX XPaHeHHUS. paGora
Apxus




8 [Iporenenue u 4 2 2 ATTecTalHOHHAS
IOKYMEHTHPOBAHHE pabora
KOJUIETHATBHBIX MEPONPUATHI

9 BocrpeGoBannsie gyuxipu MS 8 4 4 ATTecTalMORHAS
Office: Word, Power Point. patora
Google Tabmuier

10 MS Excel: Kak nerue u 6eictpee 3,5 2 1,5 ATTecTanmonHas
3aBOIUTH JFOOBIE laHHble B Excel paGota

11 MS Excel: ABToMaTHYecKHE 4 2 2 ATTeCTalMOHHAS
ObIcTphle BErucienns B Excel 6e3 pabora
KaJIbKYJLITOpA

12 MS Excel: Kak nporre u myyime 3,5 1,5 2 ATTecTalHOHHAs
BECTH JaHHBIE 10 paboyrM paGoTa
ONEpaIHIM H PEACTABIATE HX
PYKOBOJCTBY: 0OpMIIEHHE
TaOJTHI] K IHATpaMM

13 MS Excel: Kak B Tabmue 6ricTpo 3 1,5 1,5 ATTecTaluOHHAs
HalTH H OTCOPTHPOBATE paGora
HeoOxoquMEeIe nannsle. [Teyats
tabur 6e3 mpobiiem

14 3ader mo MoxyJ/II0 3auer
Microsoft Excel

15 | IloaroroBka K 5K3amMeHy mo 36 36 DK3amen
Moy «/lokymMeHTanHOHHOE H
OpraHu3anuoHHOe ofecnedenne
Ha MpeIIpUSATHH»

Monyas «Cekperapb — THYHBIH 42 21 21
TMOMOIHHK

16 Cexkperaps B CTPYKTYpe 3 2 1 TectupoBanue
YIIPaBICHAS

17 [TonroroBka u mpoBeleHHE 14 6 8 ATTeCTALHOHHAs
KOJUIETHATBHBIX MEPOIIPUATHIA. paGora +

- TectupoBanue
Jenoroii aTukeT. JIpecc-Ko Ha
paboueM MecTe

18 Opranu3zalys THYHBX IPHEMOB H 4 2 2 ATTeCTalHOHHas
IOMENIEHHS PYKOBOIHTEIIS pabora

19 Yupasnenue KOHGIHKTAMH 13 7 6 ATTecTanuoHnas

pabora

20 | JIwanas >pdexTHBHOCTH 8 4 4 ATTeCTalMOHHAs

pabota
21 | IloaroToBKa K 3K3aMeHy IO 22 22 Ix3amen
Moy 0 «CekpeTapb — JIHYHBIH
TOMOIIHHKY

22 | Hrorosas aTTecTaIMs — 76 76 3amuTa

npoexTHas paboTa TPOEKTHO
padoThi
HUTOTO: 260 59 201

10




5. TEMATHYECKWU ILTAH ¥ COAEPKAHUE ITPOT'PAMMBI

Hawnmenoeanue pasacaoB U JUCLUILUTHH

Bceero
YacoB

YyebHble 3aHATHS, B T.U.

Buneo
JIEKLIH
H

IIpakTuueckas
CaMOCTOATENBEHA
1 pabota
CITyLIATE st

Dopma
KOHTpOINS
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ATTECTALIHOHH
as pabora

1.1

Korma noxymeHT uMeeT ropuanyecKyro
CHITY.

KakuM uMeHHO TOKyMeHTaM J0/mKHO
TIOIYHMHATHCS Ballle NPeANpHATHE.
Ko ocymecTrnser peryauposanie
NIEJIONPOH3BOICTRA.

Yro 06s3aTenbHO JOKHO GBITE B
[IPHKa3e 0 Ha3HAUEHHH OTBETCTBEHHOIO
3a JIeIOTIPOU3BO/ICTBO.

Kax paspa6orka momuruku no
YTIPABIIEHHIO JIOKYMEHTaMH TTOMOTraeT
H30€e/KaTh Iy TaHULIBI,

Kaxk npefoTBpaTiTs HapyIieHus npu
OpraHM3alMH yTIpaBJICHHs
JTOKYMEHTaMH: IJIe H TIoYeMy
«3aBHCAOT TOKYMEHTEL

Kaxue cymectBytor TpeGoBanus k
0()OpMIIEHHIO HOKYMEHTOB,
ObszatenbHble pekBu3uThl. Kakue
MpHQTE! HENB3S HCIIOTB30BATh B
nokymenTax. Mzobpaxenue kakoro
repba BOCIIPOU3BOIHTE Ha GllaHKe,
coryacHo I'OCT. 3auem ykasbIBath
MECTO M3JjaHuA ToKyMenTa. Kak
MPOHMCXOJIUT COTNacOBAHHE JTOKYMEHTA.
Kakyro naty noctyrmneHus J0KyMeHTa
YKa3bIBaTh, YTOOBI H3berkaTn
NPOCPOYeK.

IIpakTuka: paspaGaTeisaem WiH
nepepabaTbiBaeM O6TaHK NHCHMa
opranu3anmu. PaspabateiBaem Gnank
ykazaHua. OnpenenseM TOKyMEHTBI
OpraHH3alHH, OANeKAIIHE
YTBEPAKIESHHIO U TpeOyIolIHe MeyarH.

OprannsauHoHHO-PaCHOPAIHTEIbHAR
JokymMenTanus. [lejqoBas nepenncka

11

ATTecTallHOHH
asi pabora

2.1

3aueM HyKHO KJIacCHOHIMPOBAThH
JIEJIOBBIE TOKYMEHTHI.

B xaxom ciydae pazpabaTeiBaroTcs
YTBEPK/AIOTCS HOBEIE
OpraHM3alMOHHBIE TOKYMEHTEL

Kax u3bexars otnbox npu
0(OpMIIEHHH OpraHH3aHOHHBIX
JIOKYMEHTOB.

Kakue ¢opmynuposku obszatensHo

11
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HY’KHO HCIIOJIb30BATh B
OpraHU3alMOHHBIX JTOKYMEHTaX.
[lonoxenue, HHCTPYKLMS, pernaMenT,
IITATHOE pacrucaHue, CTPYKTypa H
IITATHAA YHCIEHHOCTE, TIPABHIIA
TPYIOBOrO pacropsaaKa.

OTanbl MOArOTOBKH PACIIOPSAUTETBHBIX
mokyMeHToB. Kak uzbexats
JUTMTE/IBHOTO COIJIaCOBAHMS.

ITpukassl Mo OCHOBHBIM BHIAM
JIeATENBHOCTH.

Muis gero Hy:kHO coBnronaTh cpoku
XPaHEeHHs MPHKA30B,

Yem npukas oTinyaeTcs oT
pacropsoKeHus.

Huble BUABI JOKYMEHTOB:
NpEJICTAB/IEHHE, OTUET, IOHECEHHE,
JIOTOBOP, IUIaH, ParopT, IepeyeHs,
IIPOTOKOJI, aKT, CTIPaBKa, CiTyxebHoe
[HUCHMO H T.II.

KaxoBb! QyHKIHH BHYTpeHHEH
nepemnucky. Mzberaem nuimHux
o6opoToB npu odopmaeHn
JOKYMEHTOB BHYTPEHHEH IIEPErUCKH.

C yero HavaTh TEKCT IMYHOM CTIPABKH.
Kax odopmuts npotokoin cobpanuns
TPYAOBOTO KOJIJISKTHBA, TOBECTKY AHS,
0OBACHUTENLHYIO 3aTHCKY.

Kak odopMuTh nenoBoe mHebMO, 4TOOB!
3 PeKTHBHO TOHECTH CMBIC 10
anpecara. Kak nocTynuTh, eciii MHCEMO
CIIOZKHOE H BayKHOE.

Kak obpainarscs ¢ TepMHHAMH B
JEII0BOH TIEPEIUCKE.

OTHKeT Aenosoro nuckMa. Kakue dpasel
HCIIONB30BATh.

SI3BIK ¥ CTUITB IEJIOBOTO MTHCHEMA.

Kak ofecneunts opranusamuio
OBICTPOrO MOKCKA JIEJIOBBIX TTHCEM.
IIpakTuka: paspabaTbiBaem
HHCTPYKLHIO 110 JI€NOTIPOH3BOJICTBY.
I'otoBUM mpHKa3 Mo OCHOBHOI
ACATENIbHOCTH O IPOBE/ICHHH 00yYeHHM.
OdopmiisieM ykasanue o IOAroTOBKe
rpadHka oTIycKoB. [ oToBuM
ciryxe0Hyo 3amicky. CocTaBiiseM akT
paboTel KoMuccuu. [Tuinem micsMo 0
TIOCTAaBKe M rapaHTHH ToBapa. M3beraem
YacTBIX OIIMOOK MPH COCTABIIEHUH
JIOKYMEHTOB.

3 Opranmsanus ¢ pekTHBHOrO ATTecTallHOHH
JOKYMEHT0060poTa asi paGoTa
3.1 Cxema mBWxeHHA qoKkyMeHTalH. Kak

u30eKaTh 3alepKEK M CKOIUICHHA
JIOKYMEHTOB Ha paboyHx MecTax.
OCHOBHble NPHHLHKITEI OPTaHHU3ALHH
IOKyMeHTo0ob0poTa.

Kaxk BrIGpaTh ONTUMalEHYI0 hopMy
JoKkymeHTo0ob0poTa /14 Balei
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OpraHH3aIlHH.
CocTtapnsem THITOBYIO cxeMy
YIIPaBICHUS BHYTPSHHHMH
JOKyMEHTaMM Ha TIPSANpPUATHH.
®opMbl ¥ TIPaBHIIa PErHCTpaLK
AokymeHToB. Kak oroMGHpoBarh
JKYpHa.

Kak nenonpouseoguresis MOKeET
00eCIIeuuTs CBOEBPEMEHHOE
UCMOTHEHHE 3ajaHui pyKOBOJICTBA.
ITpakTHKa: ONITHMH3HPYEM CXeMy
06paboTKH BXOIAMIMX IOKYMEHTOR,
Paspa6ateiBaeM jKypHa perucTpaliu
pacnopAAUTENbHbIX JOKYMEHTOB,
PaspabaTeiraeM xypHaI perucTpaLun
HCXOJISIIHX MTHCEM.

PaspadoTka 10KaJIbLHBIX
HOPMATHBHBIX AKTOB [0
AOKYMEHTAUHOHHOMY 00eCHe eHHI0
VIpaBJICHHA

ATTeCTALHOHH
ad padora

4.1

Jlns "ero HyKHBI JIOKaIbHEIe
HOpPMAaTHBHEIE AKTEI.

ITouemy Hemb3s GOpPMATEHO MOAXOIUTE
K pa3paboTKe JOIKHOCTHOM
HHCTPYKILHH,

Kak ynoGHee Bcero CTpyKTypHpoBaTs
HHCTPYKIIHIO I10 JIeJIONPOH3BOICTBY.
Kaxk u3bexxaTs OMOMHHTENBHON paboTe!
0 KOPPEKTHPOBKH HHCTPYKIHH TI0
JEJI0NPOU3BOMCTBY.

Ponero#i moxxon k moArotoske
HHCTPYKLHH 110 AETOIPOU3BOJCTBY.
PexoMeH/TyeMBIi NepedeHs ToKaTbHBIX
HOPMATHUBHBIX aKTOB TI0
JEeT0NPOU3BOICTRY.

IIpakTHKA: IPOITHCHIBAEM MOPALIOK
aKTyaJH3aLHH HHCTPYKIHH 110
JIETIOTIPOH3BO/ICTRY.

Bonpoce! BHeApeHHs 3/IEKTPOHHOTO
AOKYMEHT00G0pPOTA B OPraHu3allHA
KAaK CPeJCTBO ONTHMH3ANHH PaboTh
¢ JOKYMeHTaMH

ATTeCTAllHOHH
asi pabota

Sul

Kaxwe 3anauu pernaer BHenperne CO/I.
YTo Hy’KHO TpOaHATU3HPOBATh, YTOOKI
TIPHHATH pellieHHe o BHeapenun COJI. B
YeM COCTOHT npobiema
TIPE/TIPOEKTHOrO 06CIeIOBAHHS.
TaxTnueckue npeumyiecTea
BHenpenus CIO/I.

Kax rpaMOTHO OLIEHHTB 3aTpaThl Ha
BHenpenue CO/I.

O6ecneunraem GeicTpoe, sddexTusHOS
H MTO3UTHBHOE BHEJIPeHHEe H3IMEHEHHI.
Kax ybenurs pykoBoauTess B
HeobxoaumocTH BHenpenus COJI.
PacmipocTpaHeHHbIe 3aTpyAHEHHS TIPH
BHenpeHud COJl. CTOMT M CTPOUTE
C3/1 cunaMu opraHH3alliy.

Kak noHsaTs, 4T0 Balla OpraHu3aiys
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roToBa K sHeApeHuo CO/I.

IlpaxTaka: onpegenseM, Kakoe
AOJDKHOCTHO® JIMLIO JIyHIIe TIOAXOJUT Ha
POJIb PYKOBOJHTE/A NPOEKTA IO
BHeApeHuo COJI. IIporHosupyem
W3MEHEHHs PAa3IMYHBIX [I0Ka3aTenei B
cesi3d ¢ BBogoM COJI Ha npeanpHaTHy.

6 OcHOBBI KaAPOBOroO 16 ATTecTaUHOHH
AeJIONPOH3BOACTRA asi pabota
6.1 | oxymenTupoanue mporenyp noaGopa 16

H otGopa nepcoHana.

Kakue noxymenTsl o6s3aH
MPEIOCTABUTE COTPYIHHK NPH IIPHEME
Ha paboTy.

Otnryaem mosienbHELH 1acmopt oT
TOATUHHOTO.

Kak ybenurses B mogimHHOCTH
JHUIUIOMAa COMCKATENS,

Menuumnckuit ocMmotp. Fogutes i
3aKJIIOYEHHE TIPE/IbLIYLIETO
paboromaTens.

OTMyaroTes MM NpaBuiIa pHeMa Jyis
NIPEITIEHCHOHEPOB.

Kak nomxHOCTHasS HHCTPYKIHA
TIOMOsKeT 0O0CHOBATh OTKa3 B IPHEME
Ha paboTy.

B xaxo# MOMeHT HeoGX01uMO
HOJTyYHTh OT pabOTHHKA COTJIacHE Ha
obpaboTky

nepcoHanbHbIX JaHHBIX. Kak ero
TIPaBUJIEHO O()OPMHTE.

CoBMeleHHe ¥ COBMECTHTENBCTBO: KaK
pasrpaHUYHTh.

Komy 3anpermeHo tpyautecs mo
COBMECTHUTEJIBCTRY.

TpebyeT nu coBmelueHue
JONCOTTIAMIEHHS K TPYAOBOMY
JOTOBODY.

Hy:xH0 1M IpOBEPSATE, YTO Y BHEILIHETO
COBMECTHUTEIS €CTh OCHOBHas paboTa.
Odopmnenne TpyAOBBIX JOTOBOPOB H
COITYTCTBYIOIIHX JIOKYMEHTOB.
Bo3MoxkHO JIH [IpoJIeHHe CpouHoro
TPYLOBOrO JOTOBOPA.

Kaxk m3besxaTh HETOYHOCTEH IIpH
YKa3aHHH MecTa PaboThl COTPYIHHKOB.
Obs3aTe/bHBIE YCIOBHA TPYAOBOrO
JOroBopa.

Kak npenoTepaTuTh CIIopsl ¢
pabOTHHKOM 0 JaTe OKOHYaHMS
HCIIBITATENBHOTO CPOKA.

Kak oTpa3suth B TpyAOBOM JOTOBOPE
ruOkui rpaduk paboTsl.

HopMEI BelAa4H CMBIBAIOIINX H
06e3BpEKHBAIOLIHX CPEICTB.
JokyMeHTHpOBaHKe MEPEBOIa
paboTtHukoB. Kak KOppekTHO nepesecTH
«IOEeKPETHHILY» Ha APYTYIO JODKHOCTE.
YTo yuecTs nIpH cocTaBlIeHHH rpaduka
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otiryckoB. Kak yBenoMurs cotpyaamka
0 pate otmycka. Kak He HapymuTs
Hopmel TpynoBoro kogekca npu
OTITYCKE C TOCTIEAYOLIHM
YBOJIbHEHHEM.

Jucnancepuzanms.

Kak noompurs paGotauka. Uro menaTs,
C/TH pabOTHHK HAPYIIHIT JHCLUILTHHY.
JloKyMeHTHPOBaHHE yBOTBHEHHUS.
Pucku paGotonmarens npu ysonsHeHHH
IO COIJIALIEHHIO CTOPOH.

CoxparmeHue WTaToB: NOWArOBEI
AITOPHTM.

TpynoBele KHIKKH: STEKTPOHHbIE H
Oymaxubie. HoBbie opmer oTueTHOCTH.
Yuer kanpos.

Kaxyro dopmy TaGens yuera pabouero
BPEMEHH HCTIOTB30BATh.

IIpakTuka: opopmisem
JOTOJTHHTE/ILHOE COTTTAIlCHHE K
TPYIOBOMY JIOTOBOPY B CBSI3H C
NEPEBOIOM Ha IPYTYIO JODKHOCTS.
Pewlaem keifc o npueme Ha paboty Ha
JEKPETHYIO cTaBKy. Pa3bupaem
CJIOJKHBIE CIydaH 3alloNHeHHs Tabelis
y4eTa pabo4ero BpeMeHH.

CucremMaTH3amusA JOKYMEHTOB M
OpraHu3anns HX XpaHeHHsl. ADXHB

ATTECTALIHOHH
as paboTa

7.1

3aueM Hy;KHO XPaHHTh UCIIONHEHHBIE
HOKYMEHTEI.

Kak obecneunts yno6Hslit 1 GsIcTpEIii
MIOMCK MPOMITIBIX JOKYMEHTOB.
ITonozenue 06 apxise, nonoxenue o6
9KCTIEPTHOH KOMHCCHH.

Buner 1okyMeHTOB.

Kak co3nats u momaepxars
OITHMAJIbHBI® YCIIOBHS XPaHEHH
AokyMeHTOB. OCHOBHEIE TIpaBH/ia
paboThl ApXUBOB OpraHU3aLlUH.

Kak rpaMOTHO BBIIABATH JOKYMEHTHI BO
BPEMEHHOE I10JIb30BAHHE,

Cosnaem 3 hekTHBHYIO HOMEHKIIATYPY
nen. Kak yacto nepecMaTpiBath
HOMEHKJIATYpy el

IIpuBREKATE JIK K CO3MAHHIO
HOMEHKJIATYPEI e/l pa0OTHHKOB JPYIHX
OTHEJIOB.

Kak obecrieunTs coXpaHHOCTS Jel.
Kaxwue 10KyMEHTEI Helb3s MO/IMIHBATE B
nena.

IlpakTHKa: NPONHUCEIBAEM AITOPHTM
COCTaBIIEHHA H CTPYKTYPY
HOMEHKJIATYPBI AETT JUIS NIPEATPHSITHS.
3anonHAeM 3aBePHTEIbHBIH JIHCT Jie1a.

IIposenenne B JOKYMEHTHPOBAHHE
KOJLUIETHAJILHBIX MEPONPHATHH

ATTECTALIHOHH
ast pabora

8.1

ITonsTre penmoBoro cosemanusg. Yto
SIBIISIETCA LIENIBI0 JTI0OO0T0 coRelaHuts.
B kakoM ciyuae clieqyeT mpoBOAMTE
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COBEINaHHE,
Knaccudukanmus nenoBsix coBeINaHuUIA.
Pa3bupaeM ajnroput™ npoBeeHUsA
COBEINaHKH (1OAr0TOBKA, NPOBE/ICHHE,
[I0[BEJEHHE HTOTOB).

O yem Jo/wkeH no3abOTHTECS CEKpeTaphb
BO BPEMsl COBEILIAHMSL.

TekcT npuriameHus Ha COBEIaHKE.,
Kak rpamoTHO pacnpenenits
obs3aHHOCTH B paboueii rpymme mo
COBEIIAHHIO.

Kak BcTpewaTh y9aCTHHKOB COBELIAHHS,
4T06B! M30€KaTh CPEIBOB H
OTPHLIATENbHBIX 3MOLHH.

Korma mydne cTaBUTh OTMETKH B
KOMaHJUPOBOYHEIE YIOCTOBEPEHHS
Y4aCTHHUKOB.

Kaxue npaeuia coBMecTHOH paGoThI
CIIE/Ty€T COTJIacOBaTh I YCIIEIIHOTO
[IPOBEIEHUS COBELIAHHU.
JIOKyMEHTHpPOBaHHE COBELIAHHUS.
Benenue u ohopmieHue npoTokoa.
ITocnenoBaTenbHas paccaika 3a CTOJIOM
NeperoBopoB aenerauuu. Kak rpaMoTHO
OpraHH30BaTh MPOCTPAHCTRO.

Uto Hy:;KHO clenaTth Mocjie OKOHYaHHS
COBELLAHHUA.

IIpakTnka: pazpabaTeiBaeM nporpaMmy
BBIXOJTHOTO JHS IJIs YYACTHHKOB
TEMAaTHYECKOrO COBEIIIAHMS,
OdopmiseM MPOTOKOJ COBEIAHMA.

BocerpeboBannbie pyaknan MS
Office: Word, Power Point. Google
Tabannsl

ATTeCTallHOHH
asi pabGora

9.1

IIpakTuka: cocrasisem 8 MS Word
AJIEKTPOHHBIH JKypHAN BXOAAIIEH
KOppecrnoHaeHIMH. Mcrons3yem cxemsl
1 pucynku B MS Word. Brietpo
co3/iaeM U MEHSeM OpPICTPYKTYpY
KoMmaaun B MS Word.
ITpodeccuonansro odopmiiseM 1
PENAaKTHPYeM TIPHKA3El U IPOYHE
noxkymeHtsl B MS Word. Co3naem
npe3enrauud B MS Power Point gns
IIPeACTaBIeHHA OTYETOB M IUIAHOB Ha
rof, a TakKe MmoboH Apyroi
HMHbOpMAaLIUK TT0 3aTIPOCY
pyxoroauTeins. Menonezyem
BO3MOYKHOCTH OHJIalH-peiakTopa
Google mns yno6ersa otobpaskeHus
JAHHEBIX.

10

MS Excel: Kak jerde u obicTpee
3aBOJAMTH JI00bIe NaHHbIe B Excel

3.5

15

ATTecTaluHoOHH
asi paGora

10.1

Kakue HacTpo#KH MporpaMMel MOTYT
IPHTOAHTECA B paboTe.

s Gonee 6picTpoii paboTsl
HacTpauBaeM 1oj cebs maHesb
uHCTpyMeHTOB MS Excel.
Pasbupaem, riie ¥ Kak cieayer

3,5

1,5
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oTpaxath pabouyio HHpOpMaLHIO
(CIMCKHM NMOCTABITHKOB/COTPYTHHKOB,
rpadHKH 10CTaBOK/OTITYCKOB,
TaONHIIBEI KaTajiora).

Kak 51erko 1 npaBusIbHO BBOJUTE H
peNaKTHpoBaTh OOble JaHHBIE (YKCIa
H TEKCT).

Kak aBroMatiyecku B Tabnuuax
OTpaskaTh JaTkl B rpadHKax,
HyMepaLHIO TOBapa, CITHCKH
TIOCTABIIHKOB HIIH COTPYIHHKOB
OTAeNa.

IlpakTHKa: CO303aCM CIIHCKH ¢
TOCTABIIUKAMU H TOBAPAMH;
[POBOAMM KOPPEKTHPOBKY CITHCKA
TOBApOB; ABTOMATHYECKH CO3daeM
TabnuLel — rpaduKH

11

MS Excel: ABTOMaTHYECKHE
OblcTphie Boranacaenns B Excel Ge3
KAJIBKYJIATOPA

ATTecTAllHOHH
as pabora

Kak GricTpee 1 6e3 KalibkysTopa
JlenaTh MpOCThble MATEMATHYECKHE
pacyeTs! (IOACUEeT OCTATKOB Ha CKIAfle,
JIHEBHOH 00beM Npoaak,
IPOM3BOOUTENEHOCTH TPYIa | T.11.).
CospaeM U pegakTupyeM QOpMyJIbl 11
pacueTa HeoOXOIUMBIX MOKa3aTenei
(oTKJIOHEHHS, ce6EeCTOMMOCTE, CyMMa
3aTpar).

Kak B opMynax HCIIONB30BaTE JaHHBIE
U3 pasHbIX Tabnuil.

Kak npoeectu coptuposky uin ABC-
aHAJIH3 KJIHEHTOB WITH MOCTABIIMKOB ¢
nomoupio byukips ECJTH.

Kaxk aBTOMaTH4ECKH HACTpaKHBaTh
pacuer 3apabOTHOIM IIAThI COTPYAHHKOB
OTJeNa ¢ Pa3HEIMH YCIOBHAMH OIUIATE,
npH oMoty ynxun ECJIA.

Kak 6pIcTpo mocyuTaTh Cpe/iHee
PaccTOSHHE NEPEBO3KH, MAKCHMAITBHYIO
H MHHMMAJIbHYIO CYMMY TPOIaX HIH
[POX3BOIUTENIBHOCTH TPYAA.
Turnmansle omubiu B hopmyiax:
IPHYHHE] BOSHUKHOBEHHS M IEHCTBHS
T10 MX UCTIPABIIEHHIO,

IIpakTHKa: NIPOBOJHM PACUET
IUIAHOBBIX PACXOJIOB Ha IMOKYIIKY
000pynOBaHHS; aBTOMATHUECKH
BBICYHTBIBAEM CTOUMOCTb JOCTABKH; C
MOMOLIBIO FOTOBBIX (POpMYIT
onpeaenseM HeoOX0JUMEIH 00BEM
3aKyIIKH MaTepHalla ¥ CyMMY 3aTpar;
IIPOH3BOJUM PacyeT MHHUMATEHOH,
MaKCHMAJIbHOH U 00IIei CyMMbl
nponax. Ilposogum ABC-anau3s
MOCTABIIMKOB,

12

MS Excel: Kak npome u jiyqame Bectn
JaHHBIE N0 pa6ouum omepanuaM |
HpeACTABIATE HX PYKOBOJACTBY!:

3.5

| ]

ATTecTallHOHH
as pabora
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opopmieHHe TAGIHL H AHATPAMM

12.1

Hcnons3yem aBromMaTHdeckue
HaCTpOHKH Npeobpa3oBanus BUaa
Tabmuu Ui ynoberea oTobpakeHus
JIaHHBIX.

Kak B Tabnuiie HacTpouTS
aBTOMATHYECKHH N0Ka3 NpHOBIIH
3€JIEHBIM LBETOM, a TIePEPacxo
KPacHbIM.

Kak nobaenare texcToBsle
NpUMeYaHHs (3aMeTKH) B TabIULLy, HX
[POCMaTPHBATh U KOTTHPOBATE.

Kak nerko oTMeHHTE BCe HACTPOHKH
npeoGpa3oBaHHs BHELIHErO BUIA
TaONMHUIBI H 33/1aTh CBOU.
ABTOMaTHYECKH OPMHpYEM
(yHKIHMOHANBHEIE HArPAMMBI IS
HArJIAHOTO IPE/CTARNEHHMS JAHHBIX
PYKOBOJICTBY.

TlpakTHKka: CTPOMM AHArpaMMY 10
NpHOBIILHOCTH MOCTABIIUKOB;
HacTpaHBaeM aBTOMATHYECKOE
oTo0paskeHHe OTPHIATEIBHBIX
OTKJIOHEHHH T10 3aTpaTaM KpacHBIM
[BETOM; HacTpauBaeM TalIHIly cO
CIIMCKOM COTPYAHHKOR OTAEIA.

3,5

1,5

13

MS Excel: Kak B Tabninue 6uicTpo
HAHTH H OTCOPTHPOBATH HEO0X01UMBIE
aanneple. Ileuats Tabunn 6e3 npobaem

L5

1,5

ATTECTallHOHH
as pabora

13.1

Kak nposecTy GbIcTpEIil aHATH3 aHHBIX
B Ta0nuIe.

Kax B MHHH-TpadhHKax NpeacTaBUTh
H3MEHEHHA B 00BeMax MoCTaBoK ¢
TMOMOIIEIO CHAPKIaHOB.

Kak HacTpOMTh aBTOMaTHYECKYIO
COPTHPOBKY U BBIOOPKY HEOOXOTHMBIX
TJAHHBIX U3 OueHk 00BEeMHOM TaGIHIIbI ¢
MOMOIIIEIO DHITBTPOB (HATPHMED,
J@HHBIE 110 OTTPY3KaM KOHKPETHOMY
KITHEHTY / COTPYIHHKY).

Yro HyKHO caenaTs, 9To6bI IIPU
IPOCMOTPE OrPOMHO#H TabHIIB! Beeria
OBLIM BUIAHBI IIATIKA TAGIMIB] HITH
KOHKpeTHbIH cTonber.

Kak HacTpouTs mapamMeTpsl neyaTu
JOKYMEHTa, 4TOObI OH pacrieyaTajics B
HY’KHOM BHJIE.

Kak rpaMoTHO mOATOTOBHTE U
pacredaTaTs Tab/IHLBI X JHATPAMMEL,
pacneyaraTe TOJIBKO YaCTh JIOKYMEHTA
WJTH LENBIH TOKYMEHT.

IIpakTHKa: pacCUHTHIBAEM OOIIMIA,
MHHHMAIBHBIH H MAaKCHMAaNBHBIN TOXO;
HacTpauBaeM aBTOMATHUECKYIO
COPTHPOBKY TOBAPOB 110 3a1aHHBIM
TpymmaM; JejlaeM aBTOMaTHYECKHIA
HOJICUET 10 KaXKI0My BHIY TOBApY
WTOTOBBIX 3aTpaT; HACTPaHBaeM
BBIOOPKY MOCTABIIMKOB I10 33JaHHOMY

1,5

1,5
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NPU3HAKY (TOpoA / cyMMa Mpofax u
T.I1.)

14

3auer no moay.no Microsoft Excel

15

IoaroToBKa K 3K3aMeHY IO MOAYJII0
«/lOKYMeHTAllHOHHOE
OpraHu3alHoHHOE obecneuenne HA
DpeInpHATHH

36

36

IK3amMeH

Monyne «Cexperapb — THIHBIH
OOMOITHHEY

42

21

21

16

Cekperaps B CTPYKTYpe YIPABJICHHS

TecTHpoBaHHe

16.1

IonsTHe «cexperapby.

Kaxwe BHipl Ipodheccuu «cekperapby
cywecTryoT B PO, Kak onu
COOTHOCATCA ¢ AOJKHOCTAMHU
npodceraHaapra.

Tpynosrle QyHKIHH H YPOBHH
KBATH(DMKAITHH CeKpeTaps.

Kako# npodeccHoHaIbHbIA pocT
BO3MOKEH JUIS CeKpeTaps.

Kak cekperapro MoBEICHTE CBOIO
KBAJIU(HKALHIO.

K xakuM HOpMaTHBHBIM HCTOYHHKAM
cretyeT obpaiarecs CeKpeTapio B
cepe cBoOeH TPy 10BOH AEATENBHOCTH.
IIpakTuka: paz6upaem TpeboBaHMs K
pasIUYHEIM BHOAM CEKpeTapei mo
npodceTaHaapTy, COOTHOCHM C
TIPUBBIYHBIMH Ha3BaHHUAMHU
CEKpEeTapCcKUX JODKHOCTEH.

17

HoaroToBka H NpoBeAeHHE
KOJ/IJIETAAJIbHBIX MEPONPHATHH.
Jenopoii sTakeT. [Ipecc-Kox Ha
padouem mecre

14

ATTecTAlHOHHA
si pabora +
TecTtHpoBaHH
e

17.1

Kak npoxonsT JenoBele MeperoBopsl.
Otuker kode-nays. Coznaem
KOMOPTHYIO U PacIONararolyio
06CTaHOBKY Ha JEJIOBOM BCTpeye.
Kakumu 1o/mKHEI OBITh HATHTKY |
yrouenus. Kak ux mpaBUIEHO
nofarate. O 4eM HyKHO 1103a00THTECS
I[IpH NpHeMe AETOBBIX TOCTEH.
IIpakTHka: cocTaBnsieM TabIHIly
IIOArOTOBKH K Meperosopam. Pasbupaem
pasjIMYHBIE CHTYallWH, KOTOPBIE MOTYT
BO3HHKHYTE IIPH YTOILIEHHUH rOCTEH.

17.2

Buzs! 1enoBbIX cTHIEH.

Hpecc-kox: monbupaem u codeTaem
0Ky TaK, 4TOOBI COXPAHUTh
HH/THBHTY alTbHOCTb.

Pa30bupaeM sKkeHCKHH U My/KCKOH
Jles10B0ii rapaepod.

IIpakTHKa: HCcCemyeM, Kak
tdopmupyetcs 0bpas yenoseka
Onaronaps ero onexne. Paz6upaemces,
YTO OTHOCHTCA K JIeIIOBOMY CTHITIO, &
4yT0 — HeT. HaxoauM KoMmpoMuce
MEXKTY JTHIHBIMH NIPEAIIOUTEHHAMH U
TpeGOBAHUAMHM AEOBOTO CTHIIA.
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[MonGupaeM ofeKIy MO CBOH THII
(HrypBL

17.3

W3 yero cknaaslBaeTCs HALIl HMHJDK.
Kak cpopmupoBath XopoImee
npejicTaBlieHHe 0 cele Kak 0 JEI0BOM
HEIIOBEKeE.

Kakoii nenoBoit nopapok rnogobpars,
yTo6BI OH ObU1 HE CITUIIKOM JTHYHBIM, HO
U He GopMabHEIM.

I'pamoTHO lien1aeM JIenoBele
KOMILUTHMEHTBI.

KpuTHKa B JEI0BOH CpeJie: Ha 4TO
o6paTiTh BHUMaHHE B MOBEICHHUH
KPHTHKYEMOTO.

Kak ohopMHTE BUZUTKY.

Kak noAroToBUTECH K JEIOBOH MOS3/Ke
Tak, YTOOBI HE TMOBPEAUTD HMHJDKY
OpraHM3alvH. ;
IIpakTHka: pemaeM Keic kaHauaTa,
3atrefmero B oQHc A
cobecenopanms. PazbupaeMes, kak
HeJb3d IeNaTh KOMIUIUMEHTHI.
Brifupaem mogapok U GykeT mis
nenoeoro nosapasneHus. CocTapnsgeM
CIIMCOK Bellel, HeoOXOMUMBIX VIS
KoMaHaupoRkH B KuTail.

18

Opranmzanus JHYHLIX DPHEMOB H
NMoMeleHHsl PYKOBOTHTEIN

ATTeCTallHOHH
asi padora

18.1

ANTOpUTM eNOBOH KOMMYHHKAIIHH
ceKpeTaps ¢ IOCEeTHTETIEM.

Kak KOppeKTHO OpraH130BaTh MPUEM
PYKOBOZMTENIEM COTPYAHHKOB.

Korya Ha3Ha4yaTh IPHEMBI 110 KPATKHUM
pabo4um BoIpocam.

Kak u36eKaTh MyTaHHIIEI C
JOKyMEHTaMH Ha IOJIIHCh
PYKOBOJHTEITIO.

Koraa pykoBoguTeto ynoonee
paccMaTpHBaTh TMYHbIE BOMIPOCEL
COTPYIHHKOB.

Kaxk neficTBOBaTh, ECITH IMOCETHTEND
mpuiies Ha 15 MEHYT paHbLIC.

Kak npuHHAMAaTh JIeJIOBBIX IAPTHEPOB.
Kak BeKIHMBO OTKa3aThCHA, ECJIH B
OpraHM3aIHIO NPUILE]] MPOAABEL, TOBapa
HITH YCITyTH.

Kak Bectu cebs npu rnpueme
IpecTaBUTe/IeH POBEPAIOIINX
OpraHoB.

Pa6oTtaeM ¢ KOH(ITHKTHBIMH
[OCETHUTENAMH.

Yro 06a3aTeNIbHO IOKHO OBITE B
KabuHeTe pyKOBOAWTENI H B KOMHATe
JUTS TIEPeroBOPOB.

IpakTHKa: pacnupenensieMm
TIoceTUTEIeH TI0 YacaM IIpUeMa
PYKOBOJMTENS OPraHU3aLHH.
PaspaGatbiraeM obpasel xKypHalia
TpreMa [OCETHTENEH PYKOBOIHUTENEM
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opraausanuy. CocTaBniseM TabNMHIKY 0O
yacax [pueMa pyKOBOIUTEJIs
OpraHU3alHH.

19

Yupasnenne KoHPIAKTAMH

13

ATTeCTAllHOHH
as padborta

19.1

Uro takoe koHpUKT. [Tpu3naku
KOHGIHKTA. BHabl KOHGIHKTOB.
Kaxkoii aTamn pa3sBUTHS KOHGIIHKTA
Haubornee onaceH.

BrisiB/AeM NMPHIUHEI KOH(ITHKTA.

Kax MBI HelpeiHaMEPEHHO co31aeM
KOH(IUKTHYIO cuTyanmto. Kak 3Toro
H30eKATE.

UYTo NpOHCXOAUT ¢ HAMH B KOH(IIHKTE,
MHHYCHBI H ITFOCH! KOH(JIHKTOB.

Kak ynpaBnsTe KOH(IMKTOM Ha
JTMYHOCTHOM YPOBHE,

Kak paGotatk ¢ KOHGIUKTHRIMU
JMHYHOCTAMH. UTO [les1aTh, iy ¢ KeM-
TO B KOMaHZE TPYAHO OTOBOPHTHCH.
Kax u3bexaTh olIHO0K NpH YHIpPaBIeHHH
KOHQUIMKTaMH.

Hy»xen nu Bam Meguartop.

Kak koppeKTHO JOHOCHTH CBOH MBIC/TH
10 ApYTHX.

TeXHVKHM pearHpoOBaHHA Ha KPUTHKY.
Kak noHsaTh, 4T0 KOH(IHUKT
paspeLiuics.

[Npasuna 6eckoHPIUKTHOTO
B3aHMOJIEHCTBHA.

IIpakTHKa: aHATH3HPYEM
KOH(IUKTHEIE cuTyauy. Mcnonesyem
caMOaHaJIH3 B LIeNIAX pa3pelleHHs
KOHQIHMKTHBIX CHTYalMH. BeiOupaem
CTpATETHIO TIOBEJIEHUs B KOH(ITHKTE.
H3ydaem noeeaeHue JIOAEH BO BpeM:
kputiku. Mcrnonbs3yeM cTpaTeruio
HOBEJIeHHUS «COTPYJHHYECTBOY.

13

20

JInunas 3QPeKTHBHOCTH

ATTeCTallHOHH
as pabora

20.1

Kak moHATE, 4TO MBI HCITBITEIBAEM
crpecc.

BHs! cTpeccoB H CTPECCOPOB.

Tunel peakvi Ha cTpece.

Kax noHATE, «310pOBBIH» CTpece WIH
HE3[I0POBBIH.

Kax cripaBnaTecs co cTpeccoM Ha
pabodeMm MecTe. ;

UYro Takoe 3MOIMOHAIIEHOE BEIFOpaHUE.
Kak oTnuuuts ero ot crpecca.

Kak BIHATE Ha IICHXOJIOTHUECKHH
KJIMMaT B OpraHH3aLlHdu.

TToueMy COTPYAHHKH pa3HBIX OTAEITOB
He MOTYT HalTH o0Imui A3BIK.
Pasbupaemcs, 3mopoBas atMocdepa B
KOMIIaHHH WJIH HET.

Kpurtepuu ka4ecTBEHHOTO TUIaHAa.

Ha 410 MBI MOJKEM BJIMATH, YTOOBI
MHHHMH3HPOBATE CTPECC.
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Kaxk 65ITB, €cii cTpece 3acTan Ha
pabouem MmecTe.

Kak sddexTBHO yripaBisiTs BpeMeHeM
1 ycreBaThb Oonbine: npuHImn [lapeto,
put™ pabotsl, npaeuio Pomodoro.
IIpakTHKa: aHATH3UPYEM CTpecc-
(axTOpBl. BEINOTHIEM yIpasKHeHHA UL
CHATHSA CTpecca: Ha pabodeM MecTe, Ha
ynuie, foma. PaccTaBnsieM IpHOPHTETEI
3aAa4 B paMKax OJHOTO JHA.
IInanupyeM cBOM AEHE MO METOAY
«AJBIBIY. YHIUMCS €IeTHPOBAaTh.
CocraBisieM IUIaH 110 Pa3BUTHIO
KU3HEHHOH aKTUBHOCTH.

21 | TMoaroToBKa K 3K3aMeHy IO MOTYIIO 22 22 Jx3amen
«Cexperapb — JHYHBIA MOMOUTHAKY
22 Hrorosas aTrecTanus — NpoeKTHas 76 76 3amura
pabora MPOEeKTHOH’
paboTsI
HUTOTO: 260 59 201
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6. KAJIEH/IAPHBIM YUEBHBIA I'PA®

[Tpukas Ne

HamveHoBanue pasnena

6

-

12

Moayas «/lokyMenTanHOHHOE
H OpPraHH3alHOHHOE
ofiecneueHne Ha
NpeanpHATHHY

84

HopMarueHo-nipasoras Gasa

OpraHu3alnoHHO-
paunnp;mmc.nhﬂaﬂ
JokyMerTauuds. Jenonad
MEpenmcKa

11

11

Opraduzauus sdderurHor0
IoKyMeHTooGopoTa

PazpafioTka NOKAMEHERIX
HOPMaTHBHBIX AKTOB IO
NOKYMEHTALUHOHHOMY
oBecneyeH 0 YIIPaBneHus

Bompock! BHEAPCHHUA
ANEKTPOHHOLO
nokyMeHTooGopoTa B
OpraHH3aIMH KaK CPEACTBO
OMTHMHIALLIHN PaboThl ¢
JOKYMCHTaMH

OCHOBEI KAAPOBOLO
JEnolIpOH3ROJICTBA

CHCTEMATHIALMSA JOKYMEHTOB H
OPIaHI3A1Hs HX XPAHCHNS,
Apxus

TIposenenue H
JOKYMEHTHPOBAHHE
KOMNerHanbHbIX MEPOTIPHA THH

BoctpeGosanniie dyHkimu MS
Office: Word, Power Point.
Google Tabnuust

10

MS Excel: Kak nerue u frictpee
3AROIMTE JHOOBIE JAHHRIE B
Excel

3.5

3.5

11

MS Excel: ABToMaTu4eckue
GEIcTphIe BRI4McaeHUA B Excel
6e3 KanpKyIa1opa

12

MS Excel: Kak npouie ¥ ryuine
BECTH JAHHBIE TT0 pafioynm
onepauusM | MpeicTaBnATh HX
PYKOBOICTBY: ofopMncHue
TabnuL B AnarpaMm

3.5

35

MS Excel: Kak B Tatnuue
GRICTPO HAWTH B 0TCOPTHPOBATE
HeoBxoaMMeIe AaHHbie, [Teqars
Tafinui Ge3 npotiem

3ayer no Monyw
Microsoft Excel

15

HoAroroBKa K 9K3aMeHy no
MOy «/{0OKYMEHTAUHOHHOE
H OpraHHU3alHOHHOE
obecneyeHHe Ha
npenpHaTHH?

36

20

16

Moayik «Cexperaps —
JIHYHBIH MOMONTHHE?

42

16

Cexperapb B CTRYKTYpPE
YIIPARTEHUS

17

TloaroToBKa H MPOBEACHHE
KOMNMErHaTbHBIX MEPOIPHA LA,
JHlenoBoi 3TUKET.

Jipecc-koa Ha paboyeM MecTe

14

12
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1 2 3 4 5 6 7 8 9 10 11 iz
Ne | HamMeHOBAaHHE pasnena
18 | Oprauusauua nH4HRX 4 4
MPHEMOB H TIOMELLEHHS
PYKOBOIHTENS
19 | Vnpasnenue koHnnKkTaMu 13 8 5
20 | Juunas shdhekTHBHOCTR 8 3
21 | ToaroToBKa K 3K3aMeHy 10 22 10 12
moaynio «Cekperaps —
JIHYHBIH TOMOIIHHE»
22 | Hrorosas aTTecTalHs — 76 10 22 22 22
npoeKTHas paGoTa
UTOI'O | 260 19 17 22 23 23 21 24 23 22 22 22 22
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7. METOJMYECKHE MATEPHAJIBI

HopmaTuBHas JOKyMeHTAINA:

ITocranosnenue I'occrannapra PO or 03.03.2003 N 65-cT "O IpHHATHY U BBEJICHHH B ICHCTBHE
rocynapcrseHHoro cragaapra Poccuiickoit @enepanmu” (sMecte ¢ "I'OCT P 6.30-2003.

l'ocynapersennsiit cranaapt Pocemiickoit Oenepanun. YHHDHIMPOBaHHBIE CHCTEMEI JOKYMEHTALIHH.

YuuuuposanHas cHcTeMa OPraHU3alMOHHO-PACTIOPSAUTENBHON ToKyMeHTauy. TpeGoBaHus K
0(OpPMIIEHHIO JOKYMEHTOB'")

"T'OCT P 7.0.97-2016. HanmonansHeI# crannapt Poccuitckoit @enepanun. CrcreMa cTaHIapTOB 110
uH(pOpManHH, GHOTHOTEYHOMY U H3aTeIbCKOMY Aeity. Opranu3anioHHO-PaCIOPSIUTETbHAS
noxymentanus. TpeboBanus k opopmneruto fokyMeHToB" (yTB. [Ipukasom Poccranmapra ot
08.12.2016 N 2004-cT)

Cuctema ctannaptos 1o uedopmaruy, 6HOIHOTEIHOMY W H3/[aTeNIbCKOMY eIy, YIpaBlIcHHe
nokymeHTtaMmu. Ob6mue TpebGoBaHna

Denepansubiii 3akoH Poccniickoit @eneparni 06 37€KTPOHHOR IOIIHCH

JomoTHUTeILHBII MaTepHaT:

YpasieHue JOKyMeHTaMH. TepMuHEI u onpeneneqns. CroBaphb
O6pa3ubl pa3IMIHEIX JOKYMEHTOB

ITpocThle HCTHHEI IIePeroBOpIHKa

Jlnynas 3 dexTHBHOCTE
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